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Person Model Sponsor Training Modules

This training covers the processes of Person Model Sponsorship:
Module A: Getting Started (Required)
Module B: Finding or Creating a Company/Organization (Optional)
Module C: Finding or Creating a Contract, Grant or Agreement (Required)
Module D: Finding or Creating a Person Information Record (Required)
Module E: Adding a New POI Type and Maintaining Organizational Relationships (Required)
Module F: Sponsorship (Required)
Module G: USAccess Sponsorship Actions (Required)

These modules will guide you step-by-step through the process to enter required information for Person
Model Sponsorship.
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Introduction

Welcome to the Person Model Sponsor training. Identity management has become an important part of
our homeland security and it directly affects you.

Homeland Security Presidential Directive 12 (HSPD-12) established the criteria for an interoperable,
Personal Identity Verification (PIV) program within the federal government.

Your role as a Sponsor is vitally important to the security of the nation, its assets, and its people. Each of
us has an important personal role to fulfill in the credentialing process. By establishing an identity
verification chain of trust, we will be working together to achieve a safer work environment and
homeland.

The USDA PIV Credential is called the LincPass. As a Sponsor, you will play a part in the process for
Non-Employees to enroll for a LincPass so they can access facilities and systems.
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What is Person Model?

Person Model is USDA’s database for storing and maintaining personnel identity records. Person
Model maintains a single identity record for each person, and tracks the history of each

relationship the person has with USDA over time.

For example, a USDA Federal employee who works for NRCS may also be a Volunteer with the
Forest Service. Alternatively, a person who previously performed under a contractual agreement
with USDA as a Contractor may become a Federal employee.

Person Model
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What are the benefits of Person Model?

« Payroll Personnel agencies no longer need to use two systems (NEIS and USAccess) to sponsor
and adjudicate non-employees. All work will be completed in the Person Model.

« For each applicant, Sponsors will be able to view the non-employee’s organizational relationship
history on one screen instead of searching for individual contract assignments.

» The Person Model maintains a single identity for each person, resulting in less data entry for
applicants who have a previous history with USDA, such as former Federal employees.

« Former Federal employees can now be successfully credentialed as non-Federal employees.

« Data fields accommodate all non-employee types instead of being contract-specific.
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What is a Non-Employee?

A non-employee is person who provides a service to
USDA but is not a Federal Employee. Many different
types of Non-Employees support USDA.

In Person Model, there are five options to represent the
various Non-Employee types. Options include:

— Contactors
— Affiliates

— Fellows

— Interns

— Volunteers

Non-employees who are marked “Contractor” in Person
Model will receive a Contractor LincPass with a green
stripe, as shown in the top image on the right.

All others — Affiliates, Fellows, Interns, and Volunteers—
will receive an “Associate Dignitary” LincPass with a
white stripe, as shown in the bottom image on the right.
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The Sponsor Role

The Sponsor must be a U.S. Government official. The Sponsor is assigned to this role by the Agency
Role Administrator in the USAccess portal. You must receive USAccess Sponsor training and be
USAccess-certified before you can be assigned the Sponsor role in USAccess.

If a Sponsor is not properly designated in USAccess, any sponsorships performed in Person
Model will be marked as incomplete in USAccess.

Some of the data entry duties included in the Sponsor role may be delegated to Data Entry
personnel, but the Sponsor must be the official person to authorize LincPass issuance.

The following is an overview of the Sponsor’s duties:
1. Initiate the sponsorship process

2. Perform data entry

3. Sponsor non-employees

4. Maintain current information in Person Model

We will discuss these duties in more detail on the next slide.
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Sponsorship Procedures

1. Initiate the Sponsorship Process:
The Sponsor identifies non-employees who require a LincPass.

2. Perform Data Entry:

The Sponsor ensures completion of initial data entry required for LincPass issuance in Person Model,
which includes company/organization information, contract/grant/agreement information, and non-
employee information.

3. Sponsor Non-Employees:
The Sponsor enters sponsorship information in Person Model.

4. Maintain Current Information in Person Model
The Sponsor updates Person Model records with any new information, such as updating periods of
performance or recording name changes for applicants.

5. Perform Sponsorship Duties in USAccess:
The Sponsor may perform functions in USAccess as needed, such as requesting card
reprints/reissues, resending email notifications, or running reports.
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Sponsorship Prerequisites

To begin Sponsorship duties, you must meet the following requirements:

> USAccess (not required for Data Entry Personnel):
» Completed the USAccess Sponsor training
» Designated as a Sponsor in USAccess by your Agency Role Administrator
* Have a User ID and password for USAccess

> Person Model:
» Completed Person Model Sponsor training and passed the Person Model Sponsorship test
+ Have access to Person Model and have a User ID and password

> Non-Employee Information:
« Have Personally Identifiable Information (PII) for the non-employee
» Have a contract/grant/agreement number that will be assigned to the non-employee and
know the period of performance dates
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Defect Problem Report (DPR) references

Throughout this training module, you will see references to Defect Problem Reports (DPRS) that have
been submitted to NFC. This indicates that a change request has been submitted for that screen, field or
system function and is still in development.

For example, there may be a field name or menu item that will be changed in the future, or a known
issue that will be resolved upon system release. These DPRs are marked throughout the presentation.

Any changes due to pending DPRs will be updated in the final version of the training.
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Module A: Getting Started (Required)

The next few screens show you how to log in to and navigate Person Model.
Only a Federal employee may have access to Person Model.

You must follow USDA business policy and standards for creating or editing
records in Person Model. USDA business policy can be found in the USDA
Departmental Regulation (DR) and Departmental Manual (DM) at
http://lincpass.usda.gov/ref lincpass.html.
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Module A: Getting Started (Required)

USDA, united States Department of Agricullure
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WARNING

*Ygu are accessing & U5, Government infermatien system, which includes (1] this computer, (2] this computer netwerk, (2] all computers connacted
to this netwerk, and (&) all devices and storage mediz attached to this network or to 2 computer on this netwerk, This information system is provided for
.5, Government-authorized use anly.

* Unauthcrized orimpreper use of this svstem may resultin disciplinary action, as well as civil and criminal penalties.

* By uszing this infermatiezn system, yoeu undarstand and censent to the following

“ou have no reasonable expactation of privacy regarding any communications er data transiting or stered on this infermatien system. &t any
time, the government may for any lawful government purpose meniter, intercept, search and seize any communicatien or data transiting or
stored on this infermation system.

* Any communications or data transiting or stered on this infermatien system may be disclosed orused for any lawful gevernment purpose,
* Your conzent is final and irrevocable, You may netrely on any statements orinfermal policies purperting to provide you with any expactatien
of privacy regarding cemmunicatiens on this system, whather oral er written, by your superviser or any other official, sxcept USDA's Chisf
Informaticn Officer

| AGREE to the above | A-1

| DO NOT agree to the above |

Zccessibility Statement | Brivacy Policy | Mon-Discriminatisn Statement | US& gow | White House

Step A-1. Open a web browser to the following address: hitps://icams.usda.gov. A warning
screen will display. Click | AGREE to the above to move to the next screen, which will have
login fields.
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Module A: Getting Started (Required)

USDA
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WARNING

*You are accessing a .5, Government information system, which includes [1] this computer, (2] this cemputer netwerk, (2] all computers connected to this netwerk, and (2] all devices ang
storage media attached to this netwerk or ke 2 computer on this netwerk, This infermation system is provided for U.S, Gevernment-zuthorized use enly,

* Unautheorized or improper use of this system may result in disciplinary actien, as well 25 civil and criminal penaltizs,
* By using this infermatien system, you understand and consent te the fellewing

* “eou have no reascnable expectation of privacy regarding any communicaticns or data transiting or stored on this infermation system. &t any time, the government may fer any lawful
gowvErnmant purpocse maniter, intercept, s=arch and szize any communication or data transiting or stored on this infermation system.

Any communicatisns or data transiting or stored on this infarmatisn system may be disclosed srused far any lawful gevernment purpase,

* “eourconsentis finzl and irrevecable, ¥ou may net rely on any statements erinfermal pelicies purporting te provide you with any expectatien of privacy regarding communications on
this system, whether aral or written, by vour supervisar ar any other official, except USD&'s Chisf Information Officer,

User ID: Ijohnsmith

Password: Ioooo........

Sign In |

Did you forget your password?

A-2

Accessibility Statement | Brivacy Policy | Mon-Discriminstion Statement | US&.0ov | White House

Step A-2. Sign in to Person Model with your User ID (Required) and Password (Required).
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Worklist Add to Favorites

Search:

©®

[» Wy Favorites
[ Employee Seff Senice

[ Workforce Administration

[» Mon-Emplayee Frocessing
I EMDCWHIR Setp 1201es (0
[ Warklist

[» Reporting Tools

= Chanage Wy Password

= My Personalizations

Iy System Profile

A-3

Once you are logged in to the system, you will be directed to the home page. The left-side navigational
menu links you to the required processes.

Step A-3. Click the Non-Employee Processing link.
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Module A: Getting Started (Required)

DPR: “NEIS”
references to be

removed from all
screens, menus,
and field names.

ﬁ Non-Employee Processing

Search:

[ My Favorites

Person Information
Modify a perzon's bazic information, such az name and contact
informatien.

( NEIS Reports =

ﬁ NEIS Reports E

[» MEIZ Reports

= Person Information

= Add a New Relationship

= Maintain a Persons =
Assignment E

= Person Organizational
Summary

= Company/Organization

= Contra

Person Organizational Summary
View a summary of all the organizational relationzhipz for a
person.

Maintain a Persons Assignment E
Maintain the information for a perzon-of-interest without jobs.

Contract Information

DPR: Menu items,

Add a New Relationshi

Aftach a new perzon-of-interest type to an existing perzon |

Company/Organization
Company/Crganization

DPR: Help link

Contract Information ‘

screen headings and
field names will be
generic and will not
be contract-specific

[ Worklist
[» Reporting Tools

= Change My Passwaord
= My Personalizations
= My Systern Profile

= My Dictionary

and User
Guide to be
added.

as icons in the center of the page.

click the corresponding icon in the center of the page.

The Non-Employee Processing menu will expand to show all menu options pertaining to your role, as well

To perform actions in Person Model, you can either click on a link from the left-side navigational menu, or

USDA
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Module A: Getting Started (Required)

You should have access to all/some of the following Non-Employee
Processing functions located in the left-side navigational menu
depending on your role(s).

— Reports (all roles)

— Person Information (all roles; Sponsor has read-only access)
— Add a New Relationship (data entry)

— Maintain a Person’s Assignment (data entry)

— Person Organizational Summary (all roles)

— Company/Organization (data entry)

— Contract Information (data entry)

Note: Sponsors who also have Data Entry capabilities will have full
read/write/edit access to Person Information screens.

USDA
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Search:

[= My Favaorites
[ Employee Self Service

[}'I ¥y o L E L

-« Non-Employee Processing

[ MEIZ Reports
= Person Infarmation

= Add a Mew Relationship

= Maintain a Persons
Assignment

= Person Organizational
Summary

= Company/Qrganization

= Contract Information

(HD})
[ Worklist
[ Reporting Taols

= Change My Password
= My Personalizations
= My Systemn Profile

= My Dicticnary
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Module B: Finding or Creating a Company/Organization (Optional)

USDA

In Person Model, entering Company/Organization Information is optional. While
Company/Organization Information is not required, it is recommended to enter
as much information as possible. This information can be helpful for reporting
and organizational purposes.

The next few screens show you how to create a Company/Organization record
in Person Model (or verify that it is already in the system). Only a Federal
employee may create or edit Company/Organization Information records in
Person Model.

You must follow USDA business policy and standards for creating or editing
records in Person Model. USDA business policy can be found in the USDA
Departmental Regulation (DR) and Departmental Manual (DM) at
http://lincpass.usda.gov/ref lincpass.html.

Zam United States Department of Agriculture
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Module B: Finding or Creating a Company/Organization (Optional)

Search:

| |® ﬁ Non-Employee Processing

[> My Favarites

[» Emplovee Self Senice

[ Warlforce Administration ﬁ NEIS Reports
NEIS Reports
I» NEIS Reports = Location Report
= Person Information F=l Non Employee Process
= Add a Mew Relationship [=] Period of Performance Report
= Maintain a Persons E=] Summary Report
Assignment o )
- Person Organizational E Maintain a Persons Assignment

= Company/Qrganization

v I(E,:%D}OWHR Setup Tables E Contract Intorn_ﬂation
I St Up HRMS Contract Information

[> Worklist

[ Reporting Tools

= Change My Password

= My Personalizations

= My System Profile

= My Dictionary

=~ EmpowHR Documentation

Maintain the information for a person-of-interest without jobs.

Person Information
Modify a perzon's basic information, such as name and contact
infermation.

Person Organizational Summary
View a summary of all the organizational relationships for a
person.

Add a New Relationshi
Attach a new perzon-of-interest type to an existing person.

Company/Organization
Company/Organization

Step B-1. From the Non-Employee Processing menu, select Company/Organization. You can find an
existing Compnay/Organization record in the system or add a new one.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization

Enter any informatian you have and click Search. Leave fields blank for a list of all values.

) |
B-2 [/ Find an Existing Value | Add a New Value \
[DUNS: hegins with v| ﬂ
Company;

[Company Narne:| begins with V| test

[linclude History  [¥] Correct History [] Case Sensitive

Search | Clear |EI:35i|:Eear|:h B =ave Search Criteria

Find an Existing Value | Add a New Value

DPR: Wild Card
(blank) searches
to be disallowed
throughout the
system.

Enter the search terms to narrow your results.

Step B-2. To find an existing Company/Organization, click on the Find an Existing Value tab.

Note: DUNS only applies to Contracting Companies, not Organizations. DUNS is a 9-digit or 9-
digit +4 number unique identifier for a Company. Company (three-character code) is masked.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

Search:

| [

[= My Favorites

[ Employee Self Service

[= Workforce Administration

~ Mon-Employee Processing
[+ MEIS Repaorts
= Person Information
= Add a Mew Relationship
= Maintain a Persons

Assignment
= Person Organizational
Summary

= Contract Information

[ EmpowHR Setup Tables
(HD}

[- Set Up HRMS

[ Worklist

[ Reporing Tools

= Change My Password

= My Personalizations

= My Systemn Profile

= My Dictionary

= EmpowHR Documentation

Company/Organization

Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_Add a New Value

DUNS: [begins with v]| |

Company: | |

Company Name:| begins with v Test |

Cinclude History  [#] Correct History  [] Case Sensitive

Search ‘ Clear |Elasi|:Sear|:h Bl save Search Criteria

Search Results

Find an Existing Value | Add a Mew Value

Note: If the search yields multiple records that match the search criteria, only the first 300 records will
display. If you do not see the DUNS or Company Name hyperlink from the list of search results, you may
now enter a new record (covered on slide 21).

Step B-3. Select the applicable hyperlink from the list of search results.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

F Company/Organization q

*Company/Org

DUNS

*Company Name |h'esting2

B-4

Entered by NEISTAOL  Account,Test
*Contact Name [Testerma

*Contact Phone & |970/494-7150

*Address Line 1 |215El CEMTRE AVE

Address Line 2 |EIUILDING B

*City |FORT COLLINS

*State cO Q. Colorado
nstal Code 80525

2L Return to Search | +E | +E] Mext in List | Motify | E Add |

B-5

Step B-4. Make sure the yellow Correct History button is selected on the bottom right to make any
changes to an existing record.

Note: Company and DUNS: These fields are masked and do not permit data entry updates.

Step B-5. Click the Save button to save information entered.

USDA |
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization
Enter any informatian you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Valug Y AddaMewValue | B-6

DUNS: | begins with |+ |

Company: | |

Company Name:| hegins with » |test |

[linclude History [¥] Correct History [] Case Sensitive

Search | Clear |EI:35in:Eear|::h B =ave Search Criteria

Find an Existing Value | Add a New Value

Step B-6. To add a new Company/Organization, click the Add a New Value tab.

USDA |
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization

{ Eind an Existing Value | Add a New Value

DUMN &; | | B-7
Company: I:I

Company Narne:|

Add

Find an Existing Value | Add a New Value

Note: To add a new record, you can enter any information you have on this screen, or simply leave the
fields blank and click Add to enter all details on the next screen. Any information you enter on this
screen will be populated on the Company/Organization detail page.

Step B-7. DUNS: Enter the DUNS for the Contracting Company, or click Add to enter information on the
detailed Company/Organization record. DUNS is a 9-digit unique identifier for the Company. You may
also enter a 9-digit +4 number used to identify a specific unit within a larger entity.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization

{ Find an Existing Value { Add a Hew Value Y

DUN5:

Company:

B-8 Company Name:

Add

Find an Existing Value | Add a Mew Value

Note: The Company field is masked and does not permit data entry.

Step B-8. Company Name: Enter the Company Name on this screen, or click Add to enter information
on the detailed Company/Organization record. Person Model will direct you to a new page where you
can add additional information.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

You will now learn how to enter data
for a new Company/Organization
record.

The screenshot to the right shows a
blank Company/Organization record.
The slides that follow will show small
subsets of this record.

The minimum required fields to save
a Company/Organization record are:

+ Company/Org

* DUNS (if company selected)
* Company Name

* Contact Name

+ Contact Phone

* Address Line 1

+ City

« State

USDA
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Company/Organization

“Company/Org

DUNS |

*Company Hame |

Entered by DATA_ENTRY DATA_ENTRY

*Contact Name |

*Contact Phone #

*Address Line 1 |

Address Line 2|

*City |
*State QL
Postal Code

Bl save | [=] Motify | E Add

Update/Dizplay | 2l Include History | [E* Corrsct History |
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization

B-9

“Company/Org

Company

*Company Hame

Entered by DATA_ENTRY DATA ENTRY

*Contact Name |

*Contact Phone #

Company/Organization detail page.

Note: Any information you entered on the previous screen will be populated on the

Step B-9. Company/Org: (Required). Select an option from the drop-down list. Options are
Company or Org. If you choose Org, the DUNS field will be masked to prevent user data
entry, and will be auto-populated with a system-generated number upon saving the record.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization

B-10 [DUNS |123455?‘BQ ]

*Company Name |

Entered by DATA_ENTRY DATA_ENTRY

*Contact Name |

*Contact Phone # |

Step B-10. DUNS: If you selected Company in the previous step, enter DUNS for the Contracting
Company on this screen. DUNS is a 9-digit unique identifier for the Company. You may also enter a 9-
digit +4 number used to identify a specific unit within a larger entity.

If you selected Org, this field will be masked to prevent user data entry, and will be auto-populated with a
system-generated number upon saving the record.

Note: A DUNS Number uniquely identifies a Contract Company, therefore the system will check to
ensure there is no duplication of DUNS numbers within the system.

USDA
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization
*Company/Org Company
DUNS |123455?89

B-11 Company Hame  |Test Company

Entered by DATA_ENTRY DATA_ENTRY l
*Contact Name |

*Contact Phone # |

Step B-11. Company Name: Enter the name of the Company/Organization and click Add.

Note: The Entered by field is pre-populated with the User ID of the person logged in.

USDA | 28
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Module B: Finding or Creating a Company/Organization (Optional)

Company/Organization
*Company/'Org Company W
DUNS 1123455789

*Company Name |TESt':DI'ﬂ|:IEIFI':r'

Entered by DATA_ENTRY DATA _ENTRY
B-12 *Contact Hame |D|_||::I~:.Daﬁy'

B-13 | {*Contact Phone # |291/5758-9642

Step B-12. Contact Name: (Required) Enter the Name of the point of contact for the
Company/Organization in the following format: Last name,First name. Example: Smith,Bob.

Step B-13. Contact Phone #: (Required) Enter the Phone Number for the Company/Organization.
Acceptable formats are as follows: 9999999, 999-9999, 9999999999, 999/999-9999

USDA | 29
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Module B: Finding or Creating a Company/Organization (Optional)

B-14
*Address Line 1 |‘123 MAIM ST.

Address Line 2 |SUITE 1200

*City (ORLANDO

*State FL T, Florida
Postal Code  |32825]

B-15 E save | [=] Motify | E Add Update/Display | J&] Include History | [EF Correct History

H

Step B-14. Company/Organization Address: Enter the Address for the Company/Organization.
Address Line 1, City, and State are required. Use the lookup function to locate the State, or key in
the two-letter abbreviation. Address Line 2 and Postal Code are optional.

Step B-15. Click Save.

USDA
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Module C: Finding or Creating a Contract, Grant or Agreement
Record (Required)

Congratulations! You have just learned how to find, enter, and save a
Company/Organization record in Person Model.

The next few screens show you how to create a Contract, Grant or Agreement
record in Person Model (or verify that it is already in the system). Only a
Federal employee may create or edit Contract, Grant or Agreement records in
Person Model.

You must follow USDA business policy and standards for creating or editing
records in Person Model. USDA business policy can be found in the USDA
Departmental Regulation (DR) and Departmental Manual (DM) at
http://lincpass.usda.gov/ref lincpass.html.

USDA |
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Module C: Finding or Creating a Contract, Grant or Agreement
Record (Required)
I

DPR: “Contract
Information/Info”
to be renamed
“Contract/Grant/
Agreement.”

[

Wy Favarites

Employves Sed-BeTVICE
SrOTriorce Administration
FMon-Employee Processing
[ MEIZ Repors

= Person Information

= Add a New Relaticnship
= Maintain a Persons

Assignment
= Person Organizational

Summary

JoompanyOrganization

= Contract Information

[ EmpowHR Setup Takbles
(HD)

[ Set Up HRMS
Worklist

[ Reporting Tools

= Change My Passwaord

= My Personalizations

= My System Profile

= My Dictionary

= EmpowHR Documentation

> Contract Information

Enter any information vou have and click Search. Leave fields blank for a list of all values.

1( \
C ]]lFind an Existing ‘u’aluel‘{ Add a Mew Value |

Humber: |heginswith v||| |
Company: | |
Sub-Agency: |heginswith VH |Q
DUNS: | begins with || Q

Company Name:l begins with VH |

[include History  [¥] Correct History [ Case Sensitive

Search | Clear |Elasi|::8ear|::h B =ave Search Criteria

Find an Existing Value | Add a Mew Value

Step C-1. From the left-side navigational menu, select Contract Information to go to the Contract
Information main menu. From here, you can search for existing Contract, Grant or Agreements

records or add a new one.

USDA
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Module C: Finding or Creating a Contract, Grant or Agreement
Record (Required)

Contract Info
Enter any information vou have and click Search. Leave fields klank for a list of all values.

C-2 l( Finc an Existing Value l;’ Add a Mew Value )

mmber: |hegin5‘-;-.-‘ith v |T | \

Company: | |
Sub-Agency: |heginswith v” |Q
DUNS: | begins with || [

E::mparw Narne:l begins with || |

[ [Include History IiIEDrrectHistDr!.' [ Case Sensitive

I Search Clear |Elasi|:: Search [E] Save Search Criteria

Step C-2. To search for an existing Contract/Grant/Agreement record, select the “Find an Existing
Value” tab. Enter any information you have in the search terms and click “Search.”

Note: The Number field is a unique identifier for the Contract, Grant or Agreement, such as a PIID,
Contract ID, or MOU number.

USDA
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Module C: Finding or Creating a Contract, Grant or Agreement
Record (Required)

Contract Informaticn
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

Humber: |heginswith VHITEST |
Company: | |
Sub-Agency: |heginswith VH'H |Q
DUNS:  begins with v || [sY

Company Name:| begins with || |

[Jinclude History  [¥] Correct History [ Case Sensitive

Search | Clear |EIasiu:Searu:h & save Search Criteria

Search Results

C-3 1af 1
NHumber Sub-Agency DUNS Company Name
TEST 11 000000009 Test For You

Note: If the search yields multiple records that match the search criteria, only the first 300 records will
display. If you do not see the Contract/Grant/Agreement listed, you may now enter a new record
(covered on slide 36).

Step C-3. To verify and/or update an existing Contract/Grant/Agreement record , select the applicable
hyperlink from the list of search results and proceed to the next slide.

USDA |
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

Step C-4. Make sure the yellow Correct
History button is selected to make any
changes to an existing Contract/Grant/
Agreement Information record. You may
now begin to update the record with any
new information, such as a change in the
Period of Performance.

Note: The Type and Number fields will be
masked and will not permit data entry
updates.

Step C-5. Click the Save button to save
information entered.

USDA

Zam United States Department of Agriculture

C-5

Contract/Grant/Agreement Information

B save

*Type:

*Number:

Contract Description:

*Sub Agency:

*Period of Performance Start Date; |09/28/2011 |
“Period of Performance End Date; |09/28/2013 |

*USDA POC:

Security Office ldentifier:

Submitting Office Number:

OPAC/ALC Number:

Hotes:

DUNS:

Company/Organization Name:

POC Address Line 1:
POC Address Line 2:
POC City:

POC State:

POC Postal Code:

POC Phone Number:

Test

Q\ Forest Senvice

001000 Q
1234

0000000089 Q,

TestForYou

211 TEST LANE

TEST
s Mississippi
ooo1z

662/000-0012

Return to Search | [=] Motify |

Country: US4

Er Add

Update/Dizplay

Z Include History
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

Contract Info

/" Eind an Existing Value ] Add a New Value C-6

Number: || ?
Company: I:I

C-7 Sub-Agency: I:IQ
DUNS: | [

Company Name:| | )

Add

Find an Existing Value | Add a New Value

Step C-6. To add a new Contract, Grant or Agreement record, click the Add a New Value tab.

Step C-7. You will be prompted to enter the Number, Sub-Agency, DUNS, and Company
Name. Any information you enter will be populated on the next screen. If you prefer, you can
simply click the Add button to start with a blank record (covered on the next slide).

When you have finished entering information on this screen, click the Add button.
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

You will now learn how to enter data
for a new Contract/Grant/Agreement
record.

The screenshot to the right shows a
blank Contract/Grant/Agreement
record. The slides that follow will
show small subsets of this record.

The minimum required fields to save a
Contract/Grant/Agreement record are:

* Type

* Number

» Sub-Agency

» Period of Performance Start Date
* Period of Performance End Date
« USDAPOC

USDA

Zam United States Department of Agriculture

Contract/Grant/Agreement Information

“Type:

“Number: |

Contract Description: |

*Sub Agency: [ e
*Period of Performance Start Date: l:l@
*Period of Performance End Date: |:||§J

*USDA POC: |:|Q
Security Office Identifier: I:I
Submitting Office Number: l:l
OPAC/ALC Number: I:I
HNotes:
DUNS: [ a

Company/Organization Name:
POC Address Line 1:

POC Address Line 2:
POC City:
POC State:

POC Postal Code: Country:

POC Phone Number:

B save | [E] Notify

Ev Add | B UpdateDisplay | J& Include History | [EF Correct History |
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

Contract/Grant/Agreement Information

Type:

C-8 Contract

Grantidgreement

Humber:

Contract Description:

*5ub Agency: Q

*Period of Performance Start Date: £l
*Pericd of Performance End Date: El

Step C-8. Type: (Required) Select an option from the drop-down list. Options include Contract or
Grant/Agreement.

USDA | 38
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Module C: Finding or Creating a Contract, Grant or Agreement Record
(Required)

Contract/Grant/Agreement Information

“Type; Contract v
co | [umber ABC-12349 ]

Contract Description:

*5ub Agency: Q

3

*Period of Performance 5tart Date:

(2t

*Period of Performance End Date:

“USDA POC: Q

Step C-9. Number: (Required) Enter the Number of the Contract, Grant or Agreement. This may
be the PIID/Contract ID, MOU number, or other unique identifier.

USDA | 39
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Module C: Finding or Creating a Contract, Grant or Agreement Record
(Required)

Contract/Grant/Agreement Information

“Type: Contract o

*Mumber: ":".E||:-12345

C-10 Contract Description: Headguarters Help Desk I
C-11 Sub Agency: |':'\|

*Period of Performance Start Date: Eﬂ
*Period of Performance End Date: Eﬂ
*)SDA POC: Q

Step C-10. Contract Description: (Optional) Enter a description of the work being performed on
the Contract, Grant or Agreement, for example, “Cafeteria,” or “Help Desk.”

Step C-11. Sub Agency: (Required) This is the Sub-Agency that is sponsoring the non-employee.
If you know the Sub-Agency code, enter it here. You may use the look up feature (magnifying
glass) to select the Sub-Agency code. The Sub-Agency lookup will direct you to another screen
where you can select a Sub-Agency (covered on next slide).

USDA ,
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

C-12

Look Up Sub Agency

Sub-Agency:| hegins with v”

LonkUp| Clear | Cancel |E|;35i|:Ln:|-:||iLIII

Search Results
1-40 of 40

Sub-Agen :y Description
AW AGRICULTURE RESEARCH AMD COMMERCIALIZA
jujed Agricultural Warketing Service

o3 Agricultural Research Service

24 Animal and Plant Health Inspecticn Service

22 Cooperative State Research. Education. and Extension Service

a0 DI, Office of the Chief Financial Officer
DA

18

=

a7

1

Departmental Administration
Economic Hesearch Service

Farm Service Agency

Food Safety and Inspection Service
Food and Mutrition Service

& al Service
izl Forest Service
) =) =0 L =1 A=A L PGCI::EFS 3|'I|j St':lcl::'."arljg ."-"'.drl'lirliStrati':lrl

Note: Sub-Agencies will be listed in numerical order by Sub-Agency code. Select the Description
column heading to sort Sub-Agencies by alphabetical order.

Step C-12. Sub Agency: (Required) Select the link for the Sub-Agency. Once selected, you will
see the full name of the Sub-Agency populated on the Contract/Grant Agreement screen.

USDA
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

Contract Description: |HEEI'I|'11LIEIITETS Help Desk |
*Sub Agency: O\ Forest Service

C-13

C-14

] |October v [ 2012 |

Security Office ldentifier. 5 W T W T F S

Submitting Office Number: I:I 1 2 3 4 5 8§
T8 910 11 12 13

Motes: 21 22 23 24 25 26 27
28 29 30

(4] Current Date [¥)

Step C-13. Period of Performance Start Date: (Required) Enter the Period of Performance Start Date, or click
on the calendar icon to look up the date.

Step C-14. Period of Performance End Date: (Required) Enter or select the Period of Performance End Date.

Note: Period of Performance Dates determine if a Non-Employee is active on a contract, grant or agreement.
When the Period of Performance date is reached, all non-employees associated with the contract, grant or
agreement will be set to “TERMINATED” by the system automatically.

USDA | 42
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)

*Period of Performance Start Date:

*Period of Performance End Date;

1072002011

10M19/2012

el
El

*USDA POC: I QI C-15

Security Office ldentifier:

Submitting Office Humber:

QOPACIALC Humber:

Hotes:

|Look up UsDA POC (alt+5) |

Step C-15. USDA POC: (Required) Use the lookup function (magnifying glass) to select the USDA
POC for the Contract, Grant or Agreement and proceed to the next slide.

time when selecting the USDA POC.

Note: Due to the large amount of records in the system, users may experience extended processing

USDA |
Zam United States Department of Agriculture
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Module C: Finding or Creating a Contract, Grant or Agreement Record
(Required)

C-17

USDA

DPR: USDA POC Name to be

Look Up USDA POC populated on the detailed

Contract/Grant/Agreement
record once an EmplID is
selected.

Empll[}:| begins with v”

Name: | begins with |+ || Mouse Minnie]

LnnkUp| Clear | Cancel |E|:35iI3L-:I-II|ELI|]

Search Results
Cnly the first 200 results can ke displayed. Enter more information above and search again to reduce the number of search results.
Vigw All 1-100 of 200 [p] Last

EmpllD Hame

12345 Mouse,Minnie

Note: Please note that if you do not enter any search terms under the USDA POC field, this will result in
extended system processing time.

Step C-16. USDA POC: (Required) You will be directed to the Look Up USDA POC screen where you
can search records by EmplID or Name. To search by Name, enter search terms in the following
format: Last Name, First Name.

Step C-17. Search Results: (Required) Select the applicable hyperlink from the list of search results
and proceed to the next slide.

Zam United States Department of Agriculture
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Module C: Finding or Creating a Contract, Grant or Agreement Record
(Required)

C-18

4689

C-19 Rsubmitting Office Number:

C-20 BOPACIALC Number: |E'E=?"35*H |

TEST MOTES

C-21 PHotes:

Step C-18. Security Office Identifier: (Optional) Enter the Security Officer Identifier (SOI).

Step C-19. Submitting Office Number: (Optional) Enter the Submitting Office Number (SON).

Step C-20. OPAC/ALC Number: (Optional) Enter the OPAC/ALC Number.

Step C-21. Notes: (Optional) Enter any notes about the Contract, Grant or Agreement.

USDA | 45
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Module C: Finding or Creating a Contract, Grant or Agreement Record
(Required)

C-22 t DUNS: |2 ]

Company:

POC Address Line 1.

POC Address Line 2.

POC City:

POC State:

POC Postal Code:; Country:

POC Phone Number:;

Step C-22. DUNS: (Optional) Use the lookup function (magnifying glass) to select a DUNS number for a
Company/Organization that exists in the system (covered on the next slide). If a record does not already
exist for the appropriate Company/Organization, you can save the Contract, Grant or Agreement without
Company/Organization Information and enter it later.

USDA |
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Module C: Finding or Creating a Contract, Grant or Agreement Record
(Required)

Look Up DUNS

C-23 DUNS: begins with

Description:| begins with » || TEST

LnnI':LJp| Clear | Cancel |E|351.:|_.;..;.|;L||3

Search Results
1-Tof 7

DUNS Description
1234580 e TESTING 23
297455123 Test Company

UL TestFar yaou
321654987 TestingZ
00000000z test
334634663 test
087654321 testtestiest

Step C-23. DUNS: (Optional) Enter the search terms and select Look Up to search the system for a
Company/Organization, then click on the hyperlink for the appropriate Company/Organization.

USDA
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Module C: Finding or Creating a Contract, Grant or Agreement Record

(Required)
DUNS: 123456789 |Q
Company/Organization Name: Test Company
POC Address Line 1. 123 MAIM ST,
POC Address Line 2: SUITE 1200
POC City: ORLANDO
POC State; FL Florida
POC Postal Code: 32825 Country: 1JSA
POC Phone Number: 891/548-9642
C-24 [=] Motify Sy Add Update/Dizplay | & Include History | [E¥ Correct History
Note: The Contract/Grant/Agreement record will be populated with the details of the
Company/Organization you selected.
Step C-24. Click Save.
USDA 48
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Module D: Finding or Creating a Person Information Record (Required)

Congratulations! You have just learned how to find, enter, and save a
Contract, Grant or Agreement record in Person Model.

The next few screens show you how to create a Person Information
record in Person Model (or verify that it is already in the system). Only a
Federal employee-may create or edit Person Information records in
Person Model.

You must follow USDA business policy and standards for creating or
editing records in Person Model: USDA business policy can be found in
the USDA Departmental Regulation (DR) and Departmental Manual
(DM) at http://lincpass.usda.gov/ref lincpass.html.

USDA
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Module D: Finding or Creating a Person Information Record (Required)

DPR: Menu
items and Page )
headings to be RIS > Personal Information
made_ [ Employee Self Senvice Enter any information you have and click Search. Leave fields klank for a list of all values.
consistent. [ Workforce Administration
~ Mon-Employee Processing [ Find an Existing Value { Add a New Value
|+ Person Information ) I—I N\
D-1 = Add a New Relationship mpliD: begins with & | |
= Maintain a Persons First Name: | begins with || |
Assignment D-2
= Person Organizational Last Hame: | begins with ||test |
sSummary ) )
= Company/Organization Social Security Number. | |
= Contract Information Date of Birth: = w [#]
[ EmpowHR Setup Tables \ | | | | )
(HD} [[Include History [[Correct History [ICase Sensitive
[ Setlp HRMS
Worklist
I Reporting Tools Search Clear | Basic Search [ Save Search Criteria
= Change My Password
= My Personalizations Find an Existing Value | Add a New Value
= My System Profile -
= My Dictionary
= EmpowHR Documentation

Step D-1. From the left navigation menu select Person Information. This will direct you to the Person
Information main menu. From here you can search for existing records or enter a new one.

Step D-2. To find an existing value in the system, enter the search terms, then Click Search.

USDA
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Module D: Finding or Creating a Person Information Record (Required)

Personal Information
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_ Add a New Value

EmplID:; |heginswith v|| |
First Name: |hegin5‘w‘ith v” |
Last Name: | begins with | TEST |
Social Security Number: | |
Date of Birth: = v | [E:

[(Jinclude History []Correct History []Case Sensitive

Search | Clear |EI:35ic:Searc:I1 Bl save Search Criteria

Search Results
1-2af3

EmplID First Name Last Name National ID Format Date of Birth

TR N uTa T M T TCoT A YV e F N FuTu Rl el B e e
D-3 2671987 JOHM TESTER  MH-XX-9678 071221945
I 202028 LalwD TESTER  AAA-AA-LUL S U AT DS

Note: If the search yields multiple records that match the search criteria, only the first 300 records will
display. If you do not see the Person Information hyperlink in the list of search results, you may enter a
new record.

Step D-3: Select the applicable hyperlink from the list of search results.

USDA |
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Module D: Finding or Creating a Person Information Record (Required)

D-4

Step D-4. Make any changes to the record as
needed.

Note: Make sure the yellow Correct History button
is selected on the bottom right to make any
changes to a saved record.

For any SSN or DOB changes or updates, you
must contact the USDA HSPD-12 Help Desk.

Step D-5. Click the Save button to save
information entered.

D-5

USDA

Zam United States Department of Agriculture

Biographical Details {_Contact Details | ]
JOHN TESTER Person ID: 261997

Find[View Al  First [ 4 064 [ Las
“Effective Date; | 09/08/2011 | [+ [
*Display Name:  JOHN TESTER Edit Mame

“Date of Birth: 0712411945 |5 85 Years 2 Months DateofDeath: | |
Date of Birth Re-  |07/24/1245 |[)

enter

Birth Country: | US4|Q
Birth State: Q Colorado

Birth Location: |County' |

First E 10f1 |I| Last

Biographical History

Find | View All

=
*Effective Date: 0910872011 |

First E 10f1 |I| Las

Customize | Find | View All | B
Hational ID Re-

Country  *National ID Type *National ID enter Primary ID
UsA Social Securty Number v |[523-17-9579 523170878 |
*Country of Citizenship | USA|Q [JEmergency Response Official
Hotes:
—
B save | llﬂeturn to Search | +] Previous in List | +[E] Next in List | [=] Motify | | (=% Next tab
ﬁ
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Module D: Finding or Creating a Person Information Record (Required)

Personal Information D-6

i Find an Existing Value | Add a New Value]

EmpliD: NEW

D-7 Add |]

Find an Existing Walue | Add a Mew Value

Step D-6. To add a new Person Information record to the system, click the Add a New
Value tab.

Note: EmplID will default to NEW and Empl Rcd Nbr will default to 0. Do not edit these
fields.

Step D-7. Click the Add button. You will be directed to a new Person Information
record.
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Module D: Finding or Creating a Person Information Record (Required)

You will now learn how to enter data for a
new Person Information record.

The screenshot to the right shows a blank
Person Information record. Note the three
tabs at the top of the record. You will
enter information on each of these tabs.

The slides that follow will show small
subsets of this record.

The minimum required fields to save a
Person Information record are:

» Effective Date (pre-populated)

» First and Last Name

+ DOB (enter twice)

» Effective Date and Gender (pre-
populated)

* SSN (enter twice)

» Country of Citizenship

« Home Address 1, City, State, Country

* Business Email

» Organizational Relationship/Type and
Assignment

USDA

Zam United States Department of Agriculture

I | Biographical Details % Contact Details }” Drganizational Relationships I
P |

Birth Location:

*Gender:

*Effective Date:

*Effective Date:  |02/28/2011 |5§
*Display Hame:

*Date of Birth: |:||§J 0
Date of Birth Re- |:|Eg

enter

Birth Country: Q

Birth State: |:|Q

Person ID:

Find | View All

Add Mame

Years 0 Months

Biographical History

091282011 ([

Customize | Find | View All | B
National ID Re-

Find | View All

Notes:

*Country of Citizenship

[ a

O Emergency Response Official

MEW

First El 10f1 E Last

Country *National ID Type *National ID enter Primary ID
SA Social Security Number v|| || |

[#[=]

First E 10of1 El Last

=]

First [4] 10f1 (v Last

[+ [=]
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Module D: Finding or Creating a Person Information Record (Required)

hf Biographical Details ‘I;‘I Contact Details grganlzaﬂona[Relatlnnships‘;

Person ID: MNEW

| Last

F[E=

First 4

ind | View All 10f1

D-8 “Effective Date:  P5/22/2011 |5

*Display Name: Add Mame
*Date of Birth: _ I 0 Years 0 Months
Date of Birth Re- | 5

enter ) ) )

Birth Country: USA |&

Birth State: ]Q

Birth Location:

Biographical History Find | View All

05222011 |3 =
*Effective Date: 0612212011 |50
:Gemer: [ Unknawn Vl

Note: The system will direct you to the Biographical Details tab.

Step D-8. Effective Date: (Required) The Effective Date will be populated with the current date.
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Module D: Finding or Creating a Person Information Record (Required)

f Biographical Details ‘li Contact Details grganlzaﬂuna[Relatlnnships1

*Effective Date:
*Display Name:

*Date of Birth:

Date of Birth Re-
enter
Birth Country:

Birth State:

lusalQ

Birth Location:

Biographical History

*Effective Date:
*Gender:

lpsr22r2011 |

D-9
:F_'T‘J 0 Years
)
[

06/22/2011 |5l

Unknown w

FHE=

Person ID: MNEW
Find | View All First '/ 1 or1 L* Last
Add Name
0 Months

full name of the non-employee.

Step D-9. Click the Add Name hyperlink. You will be directed to a new screen where you will enter the

Note: You must enter the person’s name as shown on their government-issued ID, such as a driver’s

license or passport. If the information does not match, the applicant will not be eligible for enrollment.

USDA |
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Module D: Finding or Creating a Person Information Record (Required)

Edit Name
D-101'{ preg. i v
D-11} 1L First: MICKEY D-12 |Middle Name: i,
01| [Tostrame
D-14] || Sutfix SENoR v

Step D-10. Prefix: (Optional) Select the Person’s prefix from the drop-down list.

Step D-11. First: (Required) Enter the Person’s first name.

Step D-12. Middle Name: (Optional) Enter the Person’s middle name.

Step D-13. Last Name (Required) Enter the Person’s last name.

Step D-14. Suffix: (Optional) Select the Person’s suffix from the drop-down list.

USDA
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Module D: Finding or Creating a Person Information Record (Required)

Edit Name
Prefix: r w
First: MICKEY Middle Name: [,
Last Hame: MOUSE
Suffix: SEMICOR w
‘Hefresh Name | Display Name: MICKEY MOUSE
Formal Hame: Mr MICKEY MOUSE
Hame: MOLUSE MICKEY I,

D-15 cancel |

Note: If you select the yellow Refresh Name button, the system will populate the Display Name,
Formal Name, and Name on this screen. Display Name will be populated on the Biographical Details
page.

Step D-15. Click the OK button. You will be directed back to the Biographical Details screen.
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Module D: Finding or Creating a Person Information Record (Required)

D-16 I*DateofBirth: 0511511928 |[5 | 82 Years 4 Months

D-17 lDateuf BirthRe-  |05/15/1928 |[&]
Birth Country: USA|Q

Birth State: |;ﬂﬂb;d . JHTWEFB *;|
Birth Location:

1 2 3 4 8

Biographical History § 7 8 910 11 12

| [ |13 14118 16 17 18 19
Effective Date: 20 21 22 23 24 25 26
*Gender: [| |27 28 20 30 31

“aiona 0 | SRR

First E 1 of 1 |I| Last

ew All

|
Al S

Hatonal D Re-

[+][=]

First E 1of1 E| Last

Country *National ID Type *National ID anter Primary 1D
IS4 |SuciaISecurity' Fumber v|| || |

[+] [=]

function to select it from the calendar.

Step D-16. Date of Birth: (Required) Enter the Person’s date of birth (mm/dd/yyyy), or use the lookup

current age populated on screen when completed.

Step D-17. Date of Birth Re-enter: (Required) Re-enter the Date of Birth information you previously
entered in Step D-9, or use the lookup function to select it from the calendar. You will see the person’s

USDA |
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Module D: Finding or Creating a Person Information Record (Required)

{ Biographical Details Y_Contact Details ) Organizational Relationships

Person ID:
*Effective Date: _bﬁf?mﬂ 11 |3
*Display Name: add Mam
*Date of Birth: s 0  Years 0 Months
Date of Birth Re- | |59
r
D-18 I Birth Country: Usa | Q I
Birth State: [ Q
Birth Location: _
Biographical History
*Effective Date: |D'5"'22J2'3'I 1 |E'.J
*Gender: |Unknown  ~|

First 14

NEW

1of1

ind | View All First [*] 1 of4 L* Last

F[=

¥l Last

select the magnifying glass, you will be directed to another screen.

Step D-18. Birth Country: Enter in the 3-letter country code or use the lookup feature to select the 3-
letter code for the Person’s Birth Country. The country field defaults to USA but can be changed. If you

USDA |
Zam United States Department of Agriculture




Module D: Finding or Creating a Person Information Record (Required)

Look Up Birth Country

Country;

|hegin5with v”

Descnptia:-n:| begins with v”

Look Up | Clear | Cancel |E|E|SiI3 Loakup
Search Results
Wiew All 1-100 of 241 |I| Last
Country Description
ABW Aruba
AFG Afghanistan
AGQ Angala
Al Anauilla
ALB Albania
AnD Andarra
ANT Metherlands Antilles
ARE Inited Arab Emirates
ARG Argentina

the list of search results.

Note: Enter the search terms to find the Birth Country. Country is a three-character country code, and
Description is the country name. The list is sorted by country code. Click on the Description column
heading to sort alphabetically by country name. When you are done, click on the appropriate hyperlink from

USDA
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Module D: Finding or Creating a Person Information Record (Required)

{ Biographical Details Y_Contact Details ) Organizational Relationships

Person ID: NEW
Find | View Al First [*] 4 or 1 [*] Last
*Effective Date: ;b5"22f201 1 :E‘J =]
*Display Name: Add Nam
*Date of Birth: [l 0 Years 0 Months
Date of Birth Re- |69

enter

D-19 Birth State:

Birth Location:

Biographical History

First 1) 1 or 1 L* Last

: (=]
*Effective Date: |Dn;22j201 1 |E"J
*Gender: |Un|<nown v

Step D-19. Birth State: If the Birth Country is USA, enter the two-letter Birth State or use the lookup function

(magnifying glass) to select the State. If you selected a non-U.S. location for Birth Country, this field will not be
available.
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Module D: Finding or Creating a Person Information Record (Required)

Look Up Birth State

Birth Country: USA
State: | begins with |» || |

Description: | begins with « || |

LnnkUp| Clear | Cancel |E;35i|:|_|:||:||=:|_|]

Search Results

AT
State Oescriotion
AR Alaska
AL Alabama
AR Arkansas
Az American Samoa
AL Arizana
A Califarnia
[0 Colorado
T Connecticut
[nlng District of Columbia
DE Delaware

Note: Enter the search terms to find the Birth State. The list is sorted by state code. Click on the
Description column heading to sort alphabetically by state name. When you are done, click on the
appropriate hyperlink from the list of search results. The state name will be populated on the Biographical
Details screen.

USDA

Zam United States Department of Agriculture

63



Module D: Finding or Creating a Person Information Record (Required)

[ Biographical Details { Contact Details | Organizational Relationships |

MICKEY MCOUSE Person (0

Find | View All

*Effective Date: 09/28/2011 |[5

*Display Name; MICKEY MOUSE Edit Mame

*Date of Birth: 051511928 |[# 82 Years 4 Months
Date of Birth Re-  |05/15/1928 |[#)

enter

Birth Country: Q
Birth State: WA |Q Virginia

D-20 Birth Location: |C|:|Iin5'v'ille |

Biographical History

*Effective Date: 09/28/2011 |5
“Gender.

MEWY
First E 1 of 1 E' Last
[=]

First El 1 of 1 El Last
[=]

Step D-20. Birth Location: Enter the birth city.

USDA |
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Module D: Finding or Creating a Person Information Record (Required)

{ Biographical Details {_ContactDetails ' Organizational Relationships

Person ID:

*Effective Date: _b'ﬁf?-?f‘?ﬂ 11 |3
*Display Name: Add Nam

*Date of Birth:

Date of Birth Re-
enter . .
Birth Country: USA|Q

Birth State: _ Q
Birth Location: -

0 Years 0 Months

B

D-21 *Effective Date: 08/22/2011 E‘j

D-22| | *Gender: |Unknown _g8|

NEW

ind | View All First I 4 of 1 ¥ Last

[ [=)

Biographical History Find | View All First 1Y 4 of 1 L Last

] [=)

icon to look up a date.

Step D-21. Effective Date: (Required) The Effective Date of the Biographical History is required, but
has been pre-populated with the current date. To change the date, enter a new date or use the calendar

change the value, select Female, Male, or Unknown from the drop-down list.

Step D-22. Gender: (Required) This field is required, but has been pre-populated with Unknown. To

USDA
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Module D: Finding or Creating a Person Information Record (Required)

Biographical History Find | View All  First [4] 4 o1 [ Last
[+][=]

*Effective Date: 09/28/2011 Eﬂ
*Geﬂder: UI'IFZI'IIIIWI'I W

(10 ] ] n 0 u
country | *National ID Type *National ID D-24 | NationalDRe- o 0omip

ny ype  p.p3 | Mational U enter 5.5 | EOmary 1D
LISA Jocial Security Mumber  w)| 123456739 123456738 L E|

Step D-23. National ID Type: (Required) Social Security Number will be pre-populated in this field.

Step D-24. National ID: (Required) Enter the person’s 9-digit Social Security Number (SSN).

Step D-25. National ID Re-enter: (Required) Re-enter the person’s 9-digit Social Security Number (SSN).

Note: The Primary Email box will be checked by default, indicating this is the non-employee’s primary form of ID.

USDA
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Module D: Finding or Creating a Person Information Record (Required)

D-26 § *Country of Citizenship USA [ Emergency Response Official D-27

D-28 Notes: Emergency Coordinator

Step D-26. Country of Citizenship: Enter the 3-letter country code or click on the magnifying glass icon to
select the 3-letter code for the Person’s Country of Citizenship.

Step D-27. Emergency Response Official (ERO): (Optional) If the Person has emergency response duties in
the event of a disaster, check this option. This designation will be printed on the Person’s USDA LincPass.

Step D-28. Notes: (Optional) Enter the Person’s ERO title or duties in this field.

Note: The Emergency Response Official (ERO) field only applies to an Agency-identified Person serving in an
Emergency Response Official capacity. Contact your Security Officer for more information.
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Module D: Finding or Creating a Person Information Record (Required)

USDA

[ Biographical Detailsi‘{ Contact Details Yigrganizatinnal Relationships |

D-29

Phone Information
*Phone Type Telephone Extension

NEW

Person ID;
Current Addresses Customize | Find View Al | B First 4] o1 Y Last
AUOTBSS  ps OfDate Status Address
Type
Home o

# [=]

Customize | Find | # st E 10f1 E Last

Preferred

0 HH

Step D-29: Click on the Contact Details tab.

Step D-30. Click the Add Address Details hyperlink.

Note: The home address entered here must match the US-issued address on |-9

documentation. The address cannot be a foreign address. If the information does not

match, the non-employee will have problems during the enrollment process.

Zam United States Department of Agriculture

68



Module D: Finding or Creating a Person Information Record (Required)

USDA

Address History

Address Type: Home

*Effective Date §Country fFStatus
perz22011 B uss @ 4 [&

D-31 D-32 D-33

ind  First E 10of1 E' Last

Address: E
Add Address

0K | Cam:el|

Step D-31. Effective Date: (Required) The Effective Date of the Address History is

required, but has been pre-populated with the current date. To change the date, enter a

new date or use the calendar icon to look up a date.

Step D-32. Country: (Required) The Country is required, but has been pre-populated with

USA. To change the Country, use the lookup (magnifying glass) to select the country.

Step D-33. Status: (Required) The Status is required, but has been pre-populated with A

for Active.

Zam United States Department of Agriculture
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Module D: Finding or Creating a Person Information Record (Required)

Address History

Address Type: Home

Find  First E 1of1 m Last

*Effective Date Country *Status  Address: [+[=]

per22i2011 [ |USA @ Q Add Address
D-34

0K ‘ Cancel ‘

Step D-34. Click the Add Address hyperlink. You will be directed to the Edit Address
screen where you will enter Address detalils.

USDA | 70
Zam United States Department of Agriculture



Module D: Finding or Creating a Person Information Record (Required)

D-35

D-36

USDA

Edit Address

Linited States

6830 WEST 25TH ST.

\APARTMENT 15-B |

KISSIMMEE state:|FL |2 Florida | p_37 Postal:| 24747
{:Dunt!ll: DOSCEOLA
0] | Cancel |

Note: The Country selected in the previous step will be populated on this screen.

Step D-35. Address Line 1 (Required), Address Line 2 (Optional), and Address Line 3 (Optional):

Enter the street address into these lines.

Step D-36. City: (Required) Enter the City. If a unique City is entered, the system will populate the

State and County for you.

Step D-37. State: (Required) Enter the State Code or use the lookup feature (magnifying glass) to

select the State.
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Module D: Finding or Creating a Person Information Record (Required)

D-39

D-40

USDA

Edit Address
Country: United States
Address 1: G830 WEST 25TH &T.
Address 2: APARTMEMNT 15-B
Address 3
city: KIZSIMMEE State: FL @, Florida Postal:| 24747
: OSCEOLA
County: s
Cancel

Step D-38. Postal: (Required) Enter the Postal code into this field.

Step D-39. County: (Optional) The Country will be populated based on the address information entered.

Step D-40. When you are done, click the OK button to return to the Address History screen.
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Module D: Finding or Creating a Person Information Record (Required)

Address History

Address Type: Home

Find First E 1 of 1 E Last

*Effective Date  Country *5tatus | Address: E|
00282011 |[H (Usa|Q |a (G | 9830 WESTZ3TH ST, Add Address
APARTMENT 15-B -
KISSIMMEE, FL 24747
OSCEOLA
\_ J

D-41 I oK ]Gancel |

Note: The information you entered will be populated on the Address History Screen.

Step D-41. When you are done, click the OK button to return to the Contact Details screen.
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Customize | Find | i First E| 1 of 1 E Last
Extension Preferred

[ [+] [=]

Campus Customize | Eind | i First E 1 of 1 |I| Last
Dormitory FEmail Address Preferred

FAX

Flexiplace Phone El
Home

Main

Mahile

| Other

Fager 1

Fager 2

Telex

D-42

Phone Type

Business

Evicus tab | (=5 Next tab Es Add Updﬂta-'DiE.pIay|

o Details | 2roanizational Relationzhips

Note: Phone Information is not required unless you select Phone Type.

Step D-42. Phone Type: (Optional) If you select an option from the Phone Type drop-down menu, you
must enter a telephone number in the next field. To enter a telephone number, select the Phone Type
from the drop-down menu.

USDA

Zam United States Department of Agriculture

74



Module D: Finding or Creating a Person Information Record (Required)

USDA

D-43 D-44 D-45
Fjret |T| 4 ~F 4 |E| Last

Mnetnmize | Find | 'l

Phone Information

*Phone Type Telephone Extension Preferred

Business w| 876/456-5354 12 [=]
Email Addresses Customize | Find | 8 First [1] 1 o1 [M] Last
*Email Type *Email Address Preferred

Business v [=]
Bl save | [Z] Notify Previcus tab Mext tab E+ Add Update/Dizplay

Hiographical Details | Contact Details | Organizational Relationships

Step D-43. Telephone: (Required if Phone Type selected) Enter the telephone number in this field.

Step D-44. Extension: (Optional) If the telephone has an extension number, enter the Extension.

Step D-45. Preferred: (Optional) Check this box if this is the non-employee’s preferred telephone
number.

Zam United States Department of Agriculture
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Module D: Finding or Creating a Person Information Record (Required)

Addresse . 4] 4 of 4 [
D-46 Email Type *Email Address Preferred
Business vl [=]
Blackberry
Campus e'.fiuustat:-| (=% Next tab Es Add Llpl:lata-'DiE.pIa:-.r|
Dorm . -~ . :
=1 aFp—, Details | Crganizational Relationships
Other
Step D-46. Email Type: (Required) Select the email type from the drop-down menu.
Business email is preferred. When Business is selected as the type, the Preferred Checkbox
will be checked and masked to prevent user data entry.
USDA
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Module D: Finding or Creating a Person Information Record (Required)

D-47 D-48
Email Addresses Customize IFind 1 88 First (4] 4 or 1 [ Last
*Email Type *Email Address Preferred
Business ""I mmouse1@usda.gov ” [=]
\ J \\
D-49 [=] Motify | F‘re'.fiuustﬂt:-| (=% Mext tab E+ Add Upl:late.n'lilis.plﬂ',r|
Biographical Details | Contact Details | Crganizational Relationships
Step D-47. Email Address: (Required) Enter the email address in this field.
Step D-48. To include additional email addresses, click on the + box..
Step D-49. Click the Save button to save information entered.
Note: After you click Save, you will return to the main Contact Details tab.
USDA 7
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Module D: Finding or Creating a Person Information Record (Required)

| Biographical Details § Contact Details || Organizational Relationships ].I D-50

MCKEY MOUSE

Employee

Contingent Worker

Person ID: HEW

Add the Relaticnship

—_—
Person of Interest

D-51

Affiliate
&l save | [=] Motify | Previou

I Fellow
Biographical Details | Contact Detals Intern
Yalunteer

lUpdate/Display | &l Include History

S Add

& Correct History

Step D-50: Click on the Organizational Relationships tab.

other boxes are masked).

Step D-51: Choose Org Relationship to Add: Check the Person of Interest box (all

Step D-52: Select the Person of Interest type.

USDA
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Module D: Finding or Creating a Person Information Record (Required)

| Biographical Details | Contact Details | Organizational Relationships
MICKEY MOLISE Person I MEWW
Employee D-53 [ Add the Relaticnship ]
Contingent Worker
[7] Person of Interest | (et A |
&l save | [=] Motify | F'rE'.fil:lustﬂt:-| | E% K Include Histery | EP Correct History
Biographical Details | Contact Details | Crganizational Relationships

Step D-53: Click Add the Relationship. You will be re-directed to the Add Person of Interest tab.

Note: You must follow the steps covered on the next few slides to save the Person Information record.
If you do not complete these steps, the system will not save the information you have entered.
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Module D: Finding or Creating a Person Information Record (Required)

You will now learn how to complete the
Organizational Relationship and
Assignment.

The screenshot to the right shows a
blank Organizational Relationship.
Note the two tabs at the top of the
record. You will enter information on
both of these tabs.

The slides that follow will show small
subsets of this record.

The minimum required fields to
complete the Organizational
Relationship are:

Effective Date (pre-populated)
Security Access Type

Value 1

Value 2

Effective Date (pre-populated)
Organizational Relationship Status
(pre-populated)
Contract/Grant/Agreement Number
Status

Effective Date (pre-populated)

I Add Person of Interest Y Assignment :'
MOUSE Person ID:

USDA

Zam United States Department of Agriculture

Person of Interest Type: Contractor
Find|View Al First (1] 4 o4 [M] Last
GetEnabled Security Types
*Effective Date: 091292011 |
Customize | Find | i First [4] 10f1 [ Last
ZSecurity Access
Security Access Enabled Value 1 Value 2
Type E— — —
Person of Interest History customize |Find | B  First [ 4061 [ Last
*Organizational
*Effective Date Relationshi Planned Exit  More Information
Status
1[00r29r2011 |5 [ | | [Ei L% S meE




Module D: Finding or Creating a Person Information Record (Required)

™

[ My Favarites
[ Employes Self Service
[ Waorlforce Administration
— Mon-Employee Processing
[ MEIS Repors
= Add a Mew Relationship
= Maintain a Persons
Assignment
= Person Qrganizational
Summary
= Companydrganization
= Confract Information
[ EmpowHR Setup Takles

MICKEY MOUSE

Add Person of Interest { Assignment |

3

Person of Interest Type:

Contractor

Person ID:

262105

*Effective Date:

*Security Access
Type

Enabled

D54 [uazazori |5

Get Enabled Security Types

Find | View All

Value 1

e : . P
Customize | Find | ==

Value 2

First E 1 of 1 |E| Last

First E 1 of 1 |E| Last

(HD) | v| | 2
I Set Up HRMS
[ Whinrilict
On the Add a Person of Interest tab you will see the following fields already populated: Name, Person ID, and
Person of Interest Type.
Completion of the following required Security Data fields assign the non-employee as a Person of Interest who
supports USDA. There is only one value for each field. Several of the required fields are pre-populated.
Step D-54: Effective Date: (Required) This field defaults to the current date. Edit the Effective Date as
needed in by typing the date in the box or using the calendar lookup function.
USDA 81
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Module D: Finding or Creating a Person Information Record (Required)

™

> My Favorites / Add Person of Interest ' Assignment |

[ Employes Self Service

[ Waorlforce Administration

=~ Mon-Emplovee Processing
[ MEIS Reporis

= Add a Mew Relationship

= Maintain a Persons
Assignment

= Person Qrganizational
Summary

= Companydrganization

MICKEY MOUSE

Person of Interest Type: Contractor

azazori |5

*Effective Date:

*Security Access

Person ID:

262105

Find | View All

I Get Enabled Security Types | l

e : . P
Customize | Find | ==

First El 1 of 1 El Last

First E 1 of 1 |E| Last

= Contract Infarmation Type Enabled Value 1 Value 2
[ EmpowHR Setup Takles
(HD) | v i3
> Set Up HRMS
[ Whinrilict
Note: Non-Employee role holders should NOT click the yellow Get Enabled Security Types button. This only
applies to HR Person Model users who maintain information for both federal employees and non-employees.
If a user who only has access to the Non-Employee screens selects this, it will remove data entered on this
screen and you will have to re-enter it.
USDA 82
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Module D: Finding or Creating a Person Information Record (Required)

[ Add Person of Interest {_Assignment |

MZKEY MOUSE Person ID: 262105

Person of Interest Type: Confractar

*Effective Date: oo/ee011 IEJ Get Enabled SECLIHWTYFIES

Muintamizg | Fjpd ! i

*Security Access
Type D-55

Enabled Value 1 D-56 Value 2

POI DEPT v SetiD NOEMP |G, Department kGHEIS

Find|ViewAll  First [ 1 051 (¥ Last

Step D-55: (Required) Select POI Dept from the Security Access Type drop-down list.

Note: The Enabled box will be checked when you select POl DEPT and SetID will be
populated on the screen.

Step D-56: (Required) Use the lookup function to select NOEMP for Value 1.

Step D-57: (Required) Use the lookup function to select AGNEIS for Value 2.

USDA |
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Customize | Find | i First [] 1 or1 (] Last

Planned Exit
D-60

More Information

D-61

Status D-59

09/282011 |5 ] 4

[=] Hotify |
ersan of Interest | Assianment

D-62

Step D-58: (Optional) Effective Date: This field defaults to the current date. You may edit this field by typing
in the date or using the lookup function.

Step D-59: (Optional) Organizational Relationship Status: This field defaults to A for Active. Once a
Person’s Organizational Relationship has ended, Organizational Relationship Status will be set to | for
Inactive. Changes to this field will not impact individual assignments.

Step D-61: (Optional) Planned Exit: Use the lookup function to select a Planned Exit date.

Step D-61: (Optional) More Information: Enter any notes about the Person of Interest History in this field.

Step D-62: Click OK to save the Person Information record and the data entered on this tab.
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Module D: Finding or Creating a Person Information Record (Required)

J Edit POl Relationshlh | Assignment I

Contract

D-63

MICKEY MOUSE Person ID: 262105

Person of Interest Type: Contractor

Contract ID ub-Agenc Mﬂ‘i Begin Date Expiration Date Status Effective Date Sponsor m
—_— Description -_— [[n] Required
1l & v||ogrzaiz011]5  Detail
D-64
B save | & Return to Search | [=] Motify |

Customize | Find

Waork Address Info

2 Include History

First [4] 1 of 1 [+ Last

[&F Correct History

Edit POl Relationship | Assignment

Step D-63: Click on the Assignment tab. You will see the following fields already
populated: Name; Person ID; and Person of Interest Type.

Step D-64: (Required) Use the lookup function to find the Contract, Grant or
Agreement Number. You will be directed to another screen where you can search for
the Contract/Grant/Agreement.
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Module D: Finding or Creating a Person Information Record (Required)

Look Up Contract/Agreement

Account # | hegins with ||AEIC

Agency: | begins with ||

Sub-Agency: |heginswith v”

Expiration Date:| = v | |

LnukUp| Clear | Cancel |EIE|5iI3L'II'IIl°:LIJ

Search Results
1-2 of 2
Account # Agency Sub-Agency Expiration Date
2 3 00459041
" 10192012

D-65

Step D-65: Use the lookup function to find the Contract, Grant or Agreement Number. then select the
hyperlink for the appropriate record from the list of search results.
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Module D: Finding or Creating a Person Information Record (Required)

[ EditPOI Relationship " Assignment

Contract

IMCKEY MOUSE

Person of Interest Type: Cantractor

Person 1D

262103

Customize | Find

First El 1of1 IE Last

USDA

Zam United States Department of Agriculture

Sub-Agency . o _' . Sponsor LincPass
Contract ID Sub-Agency Description Beqgin Date Expiration DatefStatus Effective Date D Required
1/apc1eaes | Fs 1012012011 10M19/2012 v Joorzgizo11 | Detail Wark Address Info
Active
Suspended
Terminated
a~
B save | S\ Return to Search ‘ [=] Motify ‘ D-66 J UpdateiDisplay | & Include History | EF
Edit POl Relationship | Assignment
Note: The Sub-Agency Code, Sub-Agency Description, and Period of Performance Start and End
Dates fields will be automatically populated based on the Contract, Grant, or Agreement selected.
Step D-66: (Required) Use the drop-down menu to select the Status. You can choose from Active,
Suspended, or Terminated.
87




Module D: Finding or Creating a Person Information Record (Required)

[ EditPOI Relationship " Assignment

Contract

IMCKEY MOUSE Person 1D: 262103

Person of Interest Type: Cantractor

Customize | Find First El 1of1 IE Last

Sub-Agency Sponsor LincPass

Contract ID Sub-Agency Beqgin Date Expiration Datef Status

I Description 0 Required
1|ABC12345 Q11 F3 1002002011 10192012 Detail Waork Address Infa
Suspended
Terminated
B save | S\ Return to Search ‘ [=] Motify ‘ Update/Dizplay | /& Include History | EF

Edit POl Relationship | Assignment

NOTE: If a Non-Employee is assigned to multiple contracts, grants or agreements, changing status on one assignment
will not affect status on other assignments. Non-Employee status will be derived using the following rules:

Active on at least one assignments = Active Non-Employee Status
Suspended on ALL assignments = Suspended Non-Employee Status
Terminated on ALL assignments = Terminated Non-Employee Status

Selecting “Terminated” has serious repercussions in the HSPD-12 system and will result in card revocation and
the Non-Employee will be immediately escorted from the facility.
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Module D: Finding or Creating a Person Information Record (Required)

[ EditPOI Relationship | Assignment

Contract

IMCKEY MOUSE Person ID: 262105

Person of Interest Type: Contractar D-67

Customize | Find First (4] 10f1 [¥] L ast

Sub-Agency ) I ! Sponsor LincPass
Contract D Sub-Agency Description Begin Date Expiration Date Status Effective Date | Required
1[sBC12345 Q14 FS 10202011 10192012 | [ \I||DE|J'28I2E|‘11|§ Detail | Wark Address Info
D-68
& Save | L Return to Search | [=] Motify ‘ Updﬂta‘Disulay‘ & Include Higtory | EF

Edit FOI Relationship | Assignment

Step D-67: (Required) Effective Date: This field defaults to the current date. Edit the Effective Date as
needed in by typing the date in the box or using the calendar lookup function.

Step D-68: (Optional) Select Detail to view the detailed record of the Contract/Grant/Agreement.
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Module D: Finding or Creating a Person Information Record (Required)

Contracu’GranUAgreement Information

Type:

HNumber:

Contract Description:

Sub Agency:

Period of Performance Start Date:
Period of Performance End Date:
COI/CORICOTR:

USDA POC:

Security Office |dentifier:
Submitting Office Number:
OPAC/ALC Number:

Notes:

DUNS:

Company:
POC Address Line 1:

POC Address Line 2:

POC City:

POC State:

POC Postal Code:
POC Phone Humber:

H

Contract

ABC12345
Headquarters Help Desk
11 Forest Serice
1002012011

10/19/2012

Zachary Wassel

001000
1234
4689
9876541

TEST MOTES

897465123

Test Company

123 MAIN 5T.
SUITE 1200
ORLANDO

FL Flarida

32828
891/548-9642

Country USA

Note: (Optional) When the Detail button is selected, you can view the detailed record of the
Contract/Grant/Agreement. Click OK to return to the Assignment tab.
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Module D: Finding or Creating a Person Information Record (Required)

[ EditPOI Relationship | Assignment

Contract

IMCKEY MOUSE Person ID: 262105

Person of Interest Type: Contractar

Sponsor LincPass

Sub-Agency , . .
Contract D Sub-Agency Description Begin Date Expiration Date Status Effective Date D Required
1[aBc1234s Q11 Fs 1012012011 101912012 | YR v | (092812011 5] Detail Vork Address Info
\
D-69
B Save | SLReturnto 553rch| [=] Motify ‘ 4= Update/Digplay | & Include History | BF
Edit FOI Relationship | Assignment
Note: Sponsor ID will be blank, and LincPass Required will be masked for Data Entry Personnel who
do not hold the Sponsor role as well.
If you are a Sponsor, you can complete Sponsorship now. Detailed procedures are covered in Module F:
Sponsorship.
Step D-69: Work Address Info (Optional): Click the hyperlink for Work Address Info to enter details of
the non-employee’s Work Address.
91
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Module D: Finding or Creating a Person Information Record (Required)

Work Address
D-70
Country: [Q. United States ] D-71
Address:

[ Edit Address ]

Geographical Location Code;

Building # ]

Room Humber: |

Ok | Cancel |

Step D-70: Country (Required): The Country defaults to USA. Use the lookup function (magnifying
glass) to change the country.

Step D-71: Click Edit Address to add the Work Address details.

USDA |
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Module D: Finding or Creating a Person Information Record (Required)

D-72

USDA

Edit Address

Country:
Address 1.
Address 2

Address 3

City:

IInited States

ichange Country

85 WEST 85TH ST. MW

SUITE 7000

WASHINGTON

State:

DC

1, District of Columbia

DIST COLUMBIA

Postal:

20009

Cancel |

Step D-72: Edit Address: Add details of the Work Address. This is the same process as entering
the Home Address in Module D.

Step D-73: Click OK.
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Module D: Finding or Creating a Person Information Record (Required)

Work Address

G:runtr'_.': Q_ United States \

Address: 35 WEST 85TH ST. NW Edit Address
SUITE 7000 E—
WASHINGTON, DC 20009
DIST COLUNBIA

Geographical Location Code: 110010001

D74 | Building #:

Room Humber: 12 ]

D-75 Cann::el|

Note: The information entered on the previous screen will be populated here, and the Geographical
Location Code will be auto-populated on screen.

Step D-74: (Optional) Enter the Building # and Room Number.

Step D-75: Click OK.
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Module D: Finding or Creating a Person Information Record (Required)

Mew Window | Help | Customize Pdat Saved

[ Edit POl Relaticnship | Assignment |

Contract

IMICKEY MOUSE Person ID: 262105

Person of Interest Type: Contractor

Customize | Find First E 1 of 1 E Last
Sponsor LincPass

Sub-Agency

Contract D Sub-Agency o oo - Begin Date Expiration Date Status Effective Date D Recuired
1[ABC12345 Q 11 FS 100202011 10M8i2012 Active v|[0oi28i2011 |5 Detail [0  wWork Address Info
—
D-76 B save | 2\ Return to Search Update/Dizplay | . Include History | &7

EEMG ﬁelati-:unshi:u | Assignment

Step D-76: Click Save. You will see the word Saved in the top right corner of the screen.

This is the end of the data entry process. The record is now ready for sponsorship. The next few
screenshots will cover maintaining existing Organizational Relationships and adding new ones.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Congratulations! You have just learned how to find, enter, and save a
Person Information record in Person Model.

The next few screens show you how to Add a New POI Type or Maintain
an Organizational Relationship in Person Model. Only a Federal
employee, such as a Contracting Officer Representative (COR), may
create or edit Person Information records in Person Model.

You must follow USDA business policy and standards for creating or
editing records in Person Model. USDA business policy can be found in
the USDA Departmental Regulation (DR) and Departmental Manual
(DM) at http://lincpass.usda.gov/ref lincpass.html.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Adding a New Person of Interest (POI) Type
US Dept of Agriculture
EnEow IR

Search:

@)

[ My Favaorites Add new POl TYPE

[ Employee Self Sernvice
[ Workforce Administration [ AddaNew Value Y
= Mon-Emplayee Processing
[ MEIS Reports

EmpliD: | Q
Person of Interest Type: |:|Q

= Add a Mew Relationship
= Maintain a Persons

Assignment
= Persan COrganizational Add

Summary
= Cnntract ComnEany

E-1

Step E-1: From the left navigation menu select Add a New Relationship. This will direct you to the Add
a new POI TYPE main menu. From here you can add a new POI type.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Adding a New POI Type

US Dept of Agriculture

Search:

[ My Favorites Add new POI TYPE

[ Employee Self Sernvice
[ Workforce Administration [ Add aNew Value
= Mon-Employee Processing

[ NEIS Reports : I_rl
= Person Information EmpliD: Q) E-2

= Add a New Relationship Person of Interest Tyrpe:| |Q
= Maintain a Persons

Assignment
= Person Organizational Add

Summary
= Contract Comnan

Step E-2. EmplID: (Required) Enter the EmplID or use the lookup function (magnifying
glass) to search by name.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Adding a New POI Type

US Dept of Agriculture
HR)

Enpcaag

Search:

@)

[ My Favorites Add new POl TYPE

[ Employee Self Service

[> Workforce Administration [ Add a New Value

= Man-Employee Processing
[ MEIS Reports

= Person IET-:rnmti-:un EmpllD: |

= Add a Mew Relationship

= Maintain a Persons
Assignment

= Person Organizational Add

Summary
= Contract Comnany

Person of Interest Type: Q) E-3

Step E-3: Person of Interest Type: (Required) Enter the Person of Interest (POI)Type
or use the lookup function (magnifying glass) to select the Person of Interest Type.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Adding a New Person of Interest (POI) Type

Look Up Person of Interest Type

Person of Interest Ty'pe:| begins with » || |

Description: | begins with | || |

LnnP:L.Ip| Clear | Cancel |E|;_:|5i|:|_|:||:||{|_|]

Search Results

1-5 of &

Person of Interest Type Description

E-4
Q00239 Valunteer
0ooad Intern
00031 Fellow

Step E-4: Select the Person of Interest Type to display the type on the Add POI screen.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Adding a New POI Type

USDA

Menu &
Search:
o

> My Favorites

> Employee Self Service

> Workforce Administration
<> Non-Employee Processing
P NEIS Reports

= Person Information

= Add a New Relationship

= Maintain a Persons

Assignment
= Person Qrganizational

Summary

= "“nntract Comnany

Add new POI TYPE

[ Add a New Value

EmplID:

Person of Interest Type:

Add ) ES

DPR: Additional
Search fields to
be added, such
as First and Last
Name.

255926

X

00027|Q

N

DPR: Person of
Interest Type to
be made a drop-
down list.

Step E-5. Add: (Required) Click on the Add button to add the new POI Type. You will be
directed to the Add a Person of Interest screen.

Zam United States Department of Agriculture
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Adding a New POI Type

dd Person of Interest §_Assignment

E-6

DEMI LOVATO

Person of Interest Type: Affiliate

*Effective Date:

Security Access
Security Access Enabled
Type —

Person of Interest History
*Organizational

pamvizo11 |[FH

Value 1 Value 2

Person IO 255905

First ET] 1 of 1 [ Las:

Find | View All

Get Enabled Security Types

First ET] 1 of1 [»] Last

- - P H
Customize | Find | ==

*Effective Date Relationship Planned Exit More Information

First K] 1 of 1 [+ Last

Customize | Find | i

Status

1 |os07rz011 EH (A e |

Irau%.é = mE /

Ok Cancel Apply

Add Person of Interest | Assigniment

USDA

Step E-6. Add: (Required) Follow the same steps described in Module D to assign a
new Organizational Relationship.

The next few slides will demonstrate how to Maintain a Person’s Assignment.

Zam United States Department of Agriculture
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Maintaining a Person’s Assignment

E-7

Search:

|®

D My Favorites

> Employee Self Service

D Workforce Administration

<> Non-Employee Processing

D NEIS Reports

-~ Person Information

- Add 3 New Relationship

= Maintain a Persons

Assianment

- Person Organizational
Summary

-~ Contract Company

=~ Contract Information

- Contract Assignment

D> EmpowHR Setup Tables
(HD)

D> Worklist

D Reporting Tools

=~ Change My Password

=~ My Personalizations

=~ My System Profile

= My Dictionary

Step E-7: From the left navigation menu select Maintain a Person’s Assignment. This will direct you to
the Maintain POI Types search screen.

USDA |
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Maintaining a Person’s Assignment

Maintain POI Types
Enter any information you have and click Search. Leave fields blank for a list of all values.
ﬁ an Existing Value
E-8 :
EmpIID: | begins with v (233812
Person of Interest Type: [ begins with v Q
Name: begins with v '
Last Name: begins with v--
Second Name: [ begins with vj
Second Last Name: begins with v '
Alternate Character Name:| begins with v_l _
\Include History [ ]Correct History [ ]Case Sensitive /
E-9 Clear | Basic Search & Save Search Criteria

Step E-8: Find and existing value by entering the criteria into any of the applicable fields.

Step E-9: Click on the Search button to initiate the search.

USDA
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Maintaining a Person’s Assignment

Search Results

4| 1-:20f2 |)

EmplID Person of Interest Type Name Last Name Second Name Second Last Name Alternate Character Name Middle Name
23381200027 JOE HARLEYHARLEY (blank) HARLEY blank blank
E-10 123381200028 JOE HARLEYHARLEY  (blank) HARLEY (blank) (blank)

Step E-10: The search results will display at the bottom of the page. Select the relationship you
wish to maintain by clicking on the appropriate hyperlink. You will be directed to the Edit
Relationship tab.

USDA
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USDA

Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Maintaining a Person’s Assignment

J Edit POl Relationship {__Assignment |

FOZZY BEAR

Person ID: 255894

Person of Interest Type: Volunteer

Find]View Al First [ 1 o1 [ Last

+
*Effective Date: E"J
Customize | Find | ] First [+] 1 0f1 [»] Last
TooountLACCESS  Enapled Value 1 Value 2
oW | Deparmen [ionEs  Ja @ E

Person of Interest History

Customize |Find | 8 First (1] 4 or1 [ Last
*Qrganizational
*Effective Date Relationship Blanned Exit More Information
Status
1[0sr08r2011 |5 [ la | E | S mE

B save | L4 Return te Search | [=] Notify |

Update.n’DispIay| | Include Histery | B
Edit POl Relationship | Assignment

Note: The Edit POI Relationship screen will default to Correct History mode

Zam United States Department of Agriculture
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Maintaining a Person’s Assignment

[ Edit POI Relationship '\ Assignment ',

ﬁ‘f BEAR

Person of Interest Type: Volunteer

E-11

*Effective Date:

s 5

*Security Access
Security Acces Enabled
Type —_—

Person of Interest History

*Organizational

Person ID:

Value 1 Value 2
FOIDEPT w SetlD MNOEMP G, Department AGMEIS Q =]

~ . " i
Customize | Find | B

*Effective Date Relationship

Status

Planned Exit

More Information

1 |06/06/2011 [ |4 la |

255894

Find | View All First [4] 10f1 [¥] Las

- . . o
Customize | Find |

First 4] 1 of1 [H Last

First E 10f1 |I| Last

|
IEa@ﬁ

Bl save | §54 Return to Search | [=] Notify |
2P| EED)

Edit FOI Relationship | Assianment

S mE

Update.flilisplay| @]IncludeHistury| Es

Step E-11: Make any desired edits on this tab or the Assignment tab

USDA Step E-12: Click on the Save button.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Viewing a Person’s Organizational Summary

[ Employee Self Senvice
[ Workforce Administration
Non-Employee Processing
P NEIS Reports
- Person Information
- Add 3 New Relationship
- [M3intain 3 Persons
Assignment
= Person Organizational

SEEEN  Summary
- Contract Company
- Contract Information

- Contract Assignment

PN =

Step E-13: To view a summary of all Organizational Relationships assigned to a Person, select
Person Organizational Summary. This will direct you to the search screen.

USDA
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Viewing a Person’s Organizational Summary

E-14

E-15

%plloz

Name:
Last Name:
Second Name:

Second Last Name:

Person of Interest Type:

1
\

begms with v - 255894

— 1)

., be;grins withh v \

begins with v[’

.

~begms with v \

begins with v \“

Lbegms with v_[

ternate Character Name: begins with v \

y

Search I Clear

[Jinclude History [ ] Correct History []Case Sensitive

Basic Search & Save Search Criteria

Step E-14: Search for the Person by entering the criteria into any of the applicable fields.

Step E-15: Click on the Search button to initiate the search.

USDA
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Viewing a Person’s Organizational Summary

Search Results

4 1of1 |)

Last Name Second Name Second Last Name Alternate Character Name Middle Name

(blank)  HARLEY

EmpliD Person of Interest Type Name
» 23381200027 JOE HARLEY HARLEY

E-16

Step E-16: The search results will display at the bottom of the page. Select the Person in order
to view the Person’s organizational summary. You will be directed to Person’s Org Summary.
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Module E: Adding a New POI Type and Maintaining an Organizational
Relationship (Required)

Viewing a Person’s Organizational Summary

{ Person Org Summary

FOZZY BEAR Person ID: 285804

5

Customize | Find | B  First () 4202 ) Last
Person of Interest Type Empl_rcd# Status Begin Date/ End Date
Contractor Active 06/08/2011
Volunteer Active 06/06/2011

£\ Return to Search | Notify |

Here you may view the Person’s Organizational Relationship Summary.
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. e
Module F. Sponsorship (Required)

Congratulations! You have just learned how to Add and Maintain
Organizational Relationships in Person Model.

The next few screens show you how to Sponsor a Non-Employee in
Person Model. Only a Federal employee may create or edit
Organizational Relationship records in Person Model.

You must follow USDA business policy and standards for creating or
editing records in Person Model. USDA business policy can be found in
the USDA Departmental Regulation (DR) and Departmental Manual
(DM) at http://lincpass.usda.gov/ref lincpass.html.

USDA
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F-1

(e
Module F: Sponsorship (Required)

(Menu &
Search:
|

D My Favorites

D> Employee Self Service

[ Workforce Administration

<> Non-Employee Processing

D NEIS Reports

-~ Person Information

- Add ew R i

= Maintain a Persons
Accinnmont

-~ Person Organizational
Summary

- Contract Company

=~ Contract Information

- Contract Assignment

D EmpowHR Setup Tables
(HD)

D Worklist

D Reporting Tools

= Change My Password

- My Personalizations

- My System Profile

= My Dictionary

Step F-1: From the left navigation menu select “Maintain a Person’s Assignment”. This will direct you
to the Maintain POI Types search screen.

USDA |
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(e
Module F: Sponsorship (Required)

Maintain POI Types

{ Find an Existing Value

Fo  fEmpin: begins with v (233812

Person of Interest Type: | begins with v

Name: begins with v |

Last Name: lhegins with

Second Name: begins with v

H

Second Last Name: begins with v '

Alternate Character Hame:l begins with +

\chude History []CorrectHistory []Case Sensitive

Enter any information you have and click Search. Leave fields blank for a list of all values.

/

F-3 Clear |BasicSearch B save Search Criteria

Step F-2: Find an existing value by entering the criteria into any of the applicable fields.

Step F-3: Click on the Search button to initiate the search.

USDA |
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Module F: Sponsorship (Required)

Search Results

4] 1-20f2 )

EmplID Person of Interest Type Name Last Name Second Name Second Last Name Alternate Character Name Middle Name
23381200027 JOE HARLEYHARLEY (blank) HARLEY blank blank
F-4 123331200028 JOE HARLEYHARLEY  (blank) HARLEY (blank) (blank)

Step F-4: The search results will display at the bottom of the page. Select the relationship you
wish to maintain by clicking on the appropriate hyperlink. You will be directed to the Edit

Relationship tab.

115
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Module F:

Sponsorship (Required)

*Effective Date:

*Security Access

Person of Interest History

ez [

Enabled
Type —_—
FOIDEPT w SetlD

*Organizational
*Effective Date Relationship

F-5
f Edit POl Relationship Assignment
FOZZY BEAR Person ID: 255804
Person of Interest Type: Valunteer

Value 1

Customize | Find | i First 4] 10f1 [¥] Last

Value 2

MOEMP

|O\ Department

= = = ]
Customize | Find | &=

Planned Exit

(AGNEIS o @ E

First E 1 of 1 E =1

Status

1|08i06r2011 [ A

More Information

Bl save ‘ L\ Return to Search | [=] Motify ‘

Edit POl Relaticnship | Assignment

dmE

Upl:lﬂte.-'Displﬂy| A Include History ‘ B

USDA

Step F-5. Click on the Assignment tab. This will take you to the Sponsorship screen.

Zam United States Department of Agriculture

116



Module F: Sponsorship (Required)

| EditPOI Relationship | Assignment

Mew Window | Help | Cust

Grant/Agreement
FOZZY BEAR Person ID: 205894
Person of Interest Type: Yolunteer F-6 F-7
Grant/Agreement Sub-Agency Mm Beqin Date Expiration Date Status Effective Date meP.as
Description Requir
1| 3HOLA GRANT Q, 16 MNRCS DaM0i2o11 0a/24/2011 Active v||DE:'DEI2011 |E1'J Detail Card Shipping In

B save | &, Return to Search | [=] Motify |

Edit P2l Relationship | Assignment

Ipdate/Display

LincPass Required box.

Step F-6. The assignment will already be completed for you. Click on the yellow Correct History
icon located at the bottom of the screen. Verify that the information is correct and check the

Step F-7. Click on the Card Shipping Information hyperlink.

USDA
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Module F. Sponsorship (Required)

Card Shipping Information

Card Ship Addr Cd: Q) F8

Card Ship Header :

Address Line 1 Look Up Card Ship Addr Cd

Cancel |

Search Results

Wiew All 1-100 of 190 [)| Last
Office Id { Orgunit IDY Address Type Official Title Office Symhbol

10002 SHP LISDA - Independence Ave LISOA

10004 EHF LSDA - River Road APHIS

10005 SHP LISDA - Baltimore Ave LISAccess

10010 SHP DOE - Savannah River LIS Dept of EnergwBadge Office

Step F-8. Card Ship Addr Cd: Select the magnifying glass lookup feature to find the location where
the card is to be shipped. The system will open a new page that displays five columns of data that
can be sorted by street address. The address information for the location you choose will be
populated (shown on the next slide).

USDA
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Module F: Sponsorship (Required)

Card Shipping Information

Card Ship Addr Cd: | 10005 ., USDA- Baltimore Ave

Card Ship Header US&ccess

Address Line 1 10300 Baltimore Ave

Address Line 2

City Belisville
State MDD Postal 20705 Country 1S4
Code
F-9 oK Cancel

Step F-9. Click the OK button to save the information.

Note: Now, Contact your Agency Security Officer or Adjudicator to notify them that you have
completed sponsorship of Non-Employees for the contract. It is time for the Adjudicator to complete
the Person Model adjudication record for the Non-Employees assigned to the contract.
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Module F. Sponsorship (Required)

Mew Window | Help | Cust

| EditPOI Relationship | Assignment

Grant/Agreement
FOZZY BEAR Person ID: 205894
Person of Interest Type: Yolunteer
Customize
Grant/Agreement Sub-Agency Mm Beqin Date Expiration Date Status Effective Date m
Description Required

1/SHOLAGRANT | @ 18 NRCS 051012011 052412011  [Actve  |v)[o6mer2011|s)  Detail | Card Shipping In

F-10 B save |J £\ Return to Search | [=] Motify | 3 Update/Dizplay

Edit P2l Relationship | Assignment

Step F-10. Click the Save button to save the information.

Note: Upon completion, your Sponsor ID will now be attached to the applicant record. To assume
sponsorship of records in Person Model, please refer to this screen and click the save icon. To assume
sponsorships of records in USAccess, please refer to Module G.

USDA
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Non-Employee Record Processing

Upon completion of sponsorship of records in Person Model:

Now the record is ready for Adjudication Information to be
entered by the Agency Adjudicator.

The non-employee will receive an enroliment notification and
instructions to schedule their enrollment using the GSA
Scheduling Tool (https://www.schedulemsp.com). The non-
employee should follow instructions in the email to schedule
his/her appointment.

After enrollment and entry of a favorable fingerprint result in
Person Model, the LincPass is printed and shipped.

The non-employee will receive notification via email that the
LincPass is ready to be picked up and activated. The non-

employee will schedule his/her appointment using the GSA

Scheduling Tool.

The non-employee will pick up and activate his/her own
LincPass.

USDA
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Sponsor Next Steps

Upon completion of sponsorship of records in Person Model:

» Sponsors and/or Data Entry Personnel should provide the
Adjudicator with a list of sponsored Non-Employees who are
ready for adjudication in Person Model.

» Sponsors should check the USAccess Applicant Status
Report (ASR) to determine LincPass issuance status or
potential issues for all sponsored non-employees. Refer to

the ASR Guide via the following link on the LincPass website.

* Sponsors may also use the ASR to perform a gap analysis.
Refer to the Gap Analysis using the Applicant Status Report
Guide on the LincPass website.

Note: You must be a designated role holder in USAccess to
access the report. Please consult your agency Role
Administrator if you require access.

USDA
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Person Model Reports

The Person Model Report Service allows system users to check non-employee status to determine
where non-employees are in the LincPass sponsorship and adjudication process. The report can also
be used to troubleshoot issues with specific non-employee records. All users have access to Person

Model reports through the NEIS Reports link.

Search:

| ®

[ Wy Favorites
[ Employee Self Senice
[ Worlforce Admmmtratmn

+ NEIS Reports

= Location Report
= Mon Emplovee Process

= Period of Performance
Report
= Summary Report

Main Menu = Non-Employee Processing =

ﬁ NEIS Reports

NEIS Reportz

Location Report
Location Report

Summary Report
Summary Report

Non Employee Process

Mon Employse Process

Period of Performance Report

Period of Performance Report

New reports include a Location Report, Non-Employee Process Report, Period of Performance
Report, and a Summary Report.

Refer to the Person Model Reports Guide on the LincPass Website for detailed instructions on using
this new reporting utility.

USDA
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W)
Uy
Module G: USAccess Sponsorship Actions (Required)

Congratulations! You have just learned how Sponsor non-employees in
Person Model.

The next few screens provide an overview of USAccess Sponsorship
functions. Only a designated USAccess role holder may perform these
actions in USAccess.

USDA
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;0'7
Module G: USAccess Sponsorship Actions (Required)

This section addresses sponsorship activities that must be completed directly in USAccess.

Shared Emails

LincPass reprints and reissues
Re-sending non-employee notifications
Sponsor reassignment

A\

Please remember that you must be designated as a Sponsor in USAccess to complete these
actions. See slide 8 for details.

Note: In USAccess, “Applicant” refers to the non-employee. Although some USAccess
training screenshots state “Applicant”, the term “non-employee” has been used throughout the
rest of the training.
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Module G: USAccess Sponsorship Actions (Required)

Login
A General Services Administration
GSA
Please Log In
User Name * | ]
Password * | I
()
Step G-1: Log into the USAccess Sponsor portal via the following link;:
https://gsa.identitymsp.com/AssuredldentityPortal.
Step G-2: On the Log In screen, type in your user name in the User Name field.
Type in your password in the Password field and click the Login button.
For USAccess password resets, please contact the USAccess Help Desk at 1-866-493-8391.
USDA
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Module G: USAccess Sponsorship Actions (Required)

Applicant Search Page

pplicant Search

@ Lastname " social Security Mo.

Lastname

Srmith

- O =
[ Social Security No. | ]
- gng -~
[ Birth Date [01/12/0009 l‘l'l]
m @
Change Fassy

Step G-3: Select either Lastname or Social
Security No. to search for an non-employee.

Step G-4: Type in the non-employee’s Last
Name or Social Security No. depending on
the Search By option selected.

Step G-5: Type in the non-employee Birth
Date or click on the calendar icon next to the
Birth Date field to select a date from the
calendar and click the Search button to
begin.

Step G-6: You will be provided with the
search results. Select the appropriate record
to continue.

USDA
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Module G: USAccess Sponsorship Actions (Required)

Shared Email Addresses

Some non-employees do not have their own email address. In this situation, data entry personnel or
Sponsors are instructed to enter the email for a supervisor or other point of contact in Person Model.

When more than one non-employee shares the same email address, non-employees will not receive
automatic enrollment notifications from USAccess upon sponsorship. Action is required by the

Sponsor in USAccess to ensure delivery of enrollment notifications to each individual non-employee
who share the same email address.

Last | First Birth Date Status
Name | Name

1000121975 DOE JANE []1!01)'1980 1975 - DUSTIN.MILLER@HP.COM REGISTERED View Applicant Edit Sponsorship

Step G-7: Make sure the non-employee has a new or active assignment in Person Model. Once
completed, the record will be sent to USAccess as Sponsored, with the Employment Status Active (
please allow 24-48 hours for record processing).

Step G-8: Log into the USAccess Sponsor Portal-and search for the non-employee per the
instructions on slide 125. When the result appears, select Edit Sponsorship.
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Module G: USAccess Sponsorship Actions (Required)

Shared Email Addresses (continued)

Sponsor Applicant

NEW TESTER, 1/2/1%81

Sponsorship Information

Agency ' |GENERAL SERVICES ADMINISTRATION
Emplayee Type *

Sponsor Info
d Address Info

|EMPLOYEE v

Agency Rank

A

Contract Number

@‘5'\,-‘stem Generated UPN

User Principal Name QO user Specified

Sub-Agency Abbreviation |

Card Information
PIV Card Required ® ves ONo
Smart Card Type

Agency Role

Issuance Criteria  Show Applicant Status @@ @@

agencysponsor@tester.aa Logout

Sub-agency | GENERAL SERVICES ADMINISTRATION v
Employee Status ' [ ACTIVE ¥
Employee ID - |
B —
Work Email Tester@aa.bb.goy )
4__——-'_—--‘-—
Work Phone |

Agency Person ID

Card Header

| STANDARD DUAL INTERFACE v
3 Federal Emergency
R Official
UNITED STATES GOVERNMENT v AgencyText

Require Digital Signature
and Encryption Certificates

® ves ONo
TFEDERAL EMPLOYEE
O ves ®No

w

[ren ] oce |

in Person Model and not in USAccess.

Note: If any of the information is incorrect, missing, or needs updating, changes must be made

Step G-9: Verify all required Biographic Data fields have current and correct information. Red
asterisks (*) indicate required fields. Sponsor must select No for Require Digital Sighature

and Encryption Certificates to ensure sponsorship is successful for non-employees with the
same email address. Click NEXT to go to the next screen.

USDA
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Module G: USAccess Sponsorship Actions (Required)
Shared Email Addresses (continued)

@fedidcard.gov Logout

Sponsor Info Click the Finish button to save the sponsorship record.
Shipping Address
Save

I" Request Card Reissue/Renewal

" Request Card Reprint

5 R

Destroy PIV Card Confirmation Required

Step G-10: Select Finish to save the record. USAccess will ask for a final confirmation. Select
Yes.

USAccess will direct you back to the Search Applicant page. Repeat steps 1-5 for each non-
employee who shares an email address with another non-employee.
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Module G: USAccess Sponsorship Actions (Required)

LincPass Reprints and Reissues

The USAccess Card Action Wizard can be used to reprint or reissue credentials. Use the chart below to

determine the appropriate action.

REPRINT REQUEST

REISSUE REQUEST

(Re-enrollment IS NOT required)
Request a REPRINT for the following reasons:

(Re-enroliment IS required)
Request a REISSUE for the following reasons:

Card is not well put together

. Manufacturer caused defect with credential . Name Change to what is printed on the credential
o Information printed incorrect on the card but is correct in USAccess. Name change due to marriage or divorce
o Defective card, registrar unable to activate Need to add a Suffix
Need to add a Middle Name
. Change to the employee type . Biometric Change to what is embedded on the chip
From county to federal o Biometrics printed or embedded electronically on the card are no
From contractor to federal longer valid.
From federal to contractor
. Damage to credential when delivered . Manufacturing or Process defect that can only be corrected by re-
o Card is warped, punctured or cracked enrolling

Registrar input wrong eye color
Picture did not render well

. Applicant caused damage . Credential expired

o Washed with laundry o Credential’s certificate expired

o Ran over with car

. Change to the Federal Emergency Response Official (FERO) . Change in Employment Status
designation . Credential is lost or stolen

. Applicant is transferring from another Federal Agency to USDA

NOTE: Be sure to keep a log of cards that were REPRINTED or REISSUED due to manufacturer defect to ensure that proper reimbursement for the

cost of the reprint/reissue is received by the department.
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Module G: USAccess Sponsorship Actions (Required)

LincPass Reprints and Reissues

Card -'—xu:tiu:ni“ Systemn Motifications || Sponscr Reassignment

Request Card Action

20505000118013155847 TERMINATED  12/14/2008 6:44:10 PM 12/14/2013 6:44:10 PM

Step G-11: First, make sure the non-employee has a new or active assignment in the Person Model. Once
completed, the record will be sent to USAccess as Sponsored, with the Employment Status Active (allow
one business day for processing).

Step G-12: Log into the USAccess Sponsor Portal, Search for the non-employee, then select Sponsor
Utilities.

Step G-13: Click on the Card Actions Tab, then click Start to launch the Card Action Wizard.
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Module G: USAccess Sponsorship Actions (Required)

LincPass Reprints and Reissues (continued)

Card Action Request Wizard

The current card is: Active

Does the applicant or an Agency official have the
card in possession?

Yes
No

[ e

Step G-14: Respond Yes or No regarding the status of the non-employee’s card, then select the
reason for card action.
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Module G: USAccess Sponsorship Actions (Required)

LincPass Reprints and Reissues (continued)

Card Action Request Wizard

Select An Action

Step G-15: The Wizard will present the recommended The recommended action i Reissue
action. You can choose the recommended action or You can select an Upgrade Action from this list
select an Upgrade Action from the drop-down list. Repart .

Step G-16: Select the page to which you want to be Rerswis

directed upon completion, then click Finish. On Completion

€ Return to the Applicant Search page
@ Return to the Sponsor Utilities page

Please click Finish to complete the request.
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Module G: USAccess Sponsorship Actions (Required)

Resending Applicant Notifications

To resend a system notification (such as a sponsorship email), complete the following steps:

Sponsor Utilities

Card Actions |[E'fstem Motifications

aponsorship Complete Resend Email

Credential Ready for Fick Up m

Step G-17: Log into the USAccess Sponsor Portal, search for the non-employee Applicant, click on
Sponsor Utilities.

Step G-18: Click on Sponsor Utilities in the Applicant Search Screen Results.
Step G-19: Click on the System Notification tab.

Step G-20: Select a System Naotification and Click on Resend Email.

USDA
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Module G: USAccess Sponsorship Actions (Required)

Resending Applicant Notifications

To resend system notifications (continued):

Initial enrollment reminder view

Re-enrollment reminder view

Confirmation Required

Are you sure you want 1o resend the
Sponsorship Complete email?

(D

Send Email

"
>&nd cmall

Confirmation Required

Are you sure you want 1o send the
Re-enrollment email?

Yas | No

Notification.

Step G-21: USAccess will ask for a final confirmation. Select Yes to send the System

The system detects whether the non-employee needs to enroll for the first time, or if the non-
employee needs to re-enroll. If the Credential has not been printed and inventoried by the pick-
up location, the option to send the Ready for Pick up notification is disabled/grayed out.
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Module G: USAccess Sponsorship Actions (Required)

Sponsor Role Reassignment

When a Sponsor leaves the Agency/Organization or no longer holds the Sponsor role, non-employee records are
left without an active Sponsor of Record. The Sponsor Reassignment Tool allows an employee who currently
holds the Sponsor role to assume Sponsorship of Records within his or her scope that do not violate the

Separation of Duties rule.

Applicant Search
Search by’

& Lastname " Soctal Security Mo.

Lastname |

= O -

Social Security No. I

~ ang -

Birth Date [ =

I I ey

Step G-22: Log into the USAccess Sponsor Portal. From the Applicant Search page, select Sponsor
Tools to navigate to the Sponsor Reassignment page.
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Module G: USAccess Sponsorship Actions (Required)

Sponsor Role Re

assignment

Sponsor Tools

Sponsor Reassignn1ent|

Sponsor List

D

123456

123457

123458

123459

Back to Search

App. Role

Sponsor Name Sub Agency Count Status

SMITH, JAME 21 SPONSOR View Applicants

SMITH, JOHM 2 SPONSOR View Applicants
BROWT, JOE i SPONSOR View Applicants

BROWR, JUDY 1148 SPOMNSOR View Applicants

2b

Reassign All

Reassign All

Reassign All

Reassign All

a)

b)

Step G-23: Select one of the options below to assume sponsorship of applicants.

To assume sponsorship of all Sponsor’s non-employees without viewing the individual
records, click Reassign All.

To view the current Sponsor’s list of non-employees before assuming sponsorship of all
non-employees, click View Applicants.
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Module G: USAccess Sponsorship Actions (Required)

Sponsor Role Reassignment

Step G-24: To reassign individual records, click the check
box in the Reassign column next to the appropriate
applicant record.

Step G-25: Click Reassign Selected when you have
completed your selection and you want to complete the
reassignment. Upon completion, your Sponsor ID will
now be attached to the applicant record (s) selected for
reassignment. To assume sponsorship of records in
Person Model, please refer to Module F.

You cannot assume sponsorship for non-employees
whose records are marked with an X because of the
Separation of Duties rule.

USDA

Zam United States Department of Agriculture

Applicants for CHINA, US

_ Applicant Name Sub Agency

1000120047 HUNDREDONE, APPLICANT GENERAL SERVICES ADMINISTRATION
1000120048 HUNDREDONE, APPLICANT GENERAL SERVICES ADMINISTRATION
1000120051 HUNDREDONE, APPLICANT GENERAL SERVICES ADMINISTRATION
1000120050 HUNDREDONE, APPLICANT GENERAL SERVICES ADMINISTRATION
1000120044 HUNDREDONE, APPLICANT GENERAL SERVICES ADMINISTRATION

1000120046 HUNDREDONE, APPLICANT GENERAL SERVICES ADMINISTRATION

0 X X X[@] 0O x O[T @

1000120161 TRIP, INDIA GENERAL SERVICES ADMINISTRATION
1000120162 TRIP, INDIA GENERAL SERVICES ADMINISTRATION
1000120163 TRIP, INDIA GENERAL SERVICES ADMINISTRATION
1000120158 TRIP, INDIA GENERAL SERVICES ADMINISTRATION

11253 415 607 B9800

Reassign Selected Reassign All
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Resources

For more information on LincPass applicability, please see the
USDA Departmental Manual (DM) 4620-002 via the following link:
http://lincpass.usda.gov/ref lincpass.html

Additional information and training materials on HSPD-12 at USDA
can be located at: http://lincpass.usda.gov/.

For any additional support about instructions in this guide or issues
with records processing, please contact the USDA HSPD-12 Help
Desk:

Toll Free Telephone: 1-888-212-9309
Local Telephone: 703-245-7888
Email: USDAHSPD12help@dm.usda.gov

For technical issues with accessing or generating the USAccess
ASR, please contact the USAccess Help Desk at 1-866-493-8391 or
usaccess.helpdesk@hp.com.
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